


3. Any of the dealings, transactions or affairs of the organisation or any related
stakeholder.  

Workplace Health and Safety

The welfare and safety of all staff is vitally important to Mercy Regional College.  Employees
should adhere to all the safety standards implemented throughout the organisation.

Your induction will include a comprehensive introduction to our OH&S policies upon
commencement of your employment.

Child Safety

Compliance with the College's Child Safety Policy, Child Protection Reporting Obligations
Policy, and Safeguarding Children and Young People Code of Conduct, and any other
policies or procedures relating to child safety.

 
Key Tasks and Responsibilities

Customer Service:
● Prompt, friendly, professional, and efficient serving of internal and external Mercy

Regional College community members who attend reception. 
● Administer the signing in/out of Visitors, parents, contractors and service providers,

ensuring adherence to Child Safety requirements.
● Operate telephone system to answer the phone, check voice mail messages and

transfer calls. Appropriate screening of calls for staff.
● Take messages and forward to staff via email system.
● Take messages for students and relay to them at appropriate times of day.
● Collect mail and distribute to staff.
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