
Register today

to bring this workshop 
to your school or district.

to attend this workshop at   
one of our events.

Contact us

responsiveclassroom.org/on-site-services responsiveclassroom.org/training

• The Caring Front Office Professional Resource Book

Resources included:

Examine how first impressions 
and front office interactions 
shape the school’s culture 

Practice communication 
that demonstrates warmth, 
professionalism, and clarity  

Participants will:

Learn techniques for building 
strong relationships with 
families, students, and 
colleagues      

Build confidence, strengthen communication, 
and create a welcoming school culture that 
supports every student, family, and colleague.

As the first point of contact for families, students, and 
visitors, front office staff play a vital role in shaping the 
school’s culture. This workshop is for administrative 
assistants and office teams who want to strengthen 
their impact and support the school community. 
Learn practical strategies for communicating with 
clarity, warmth, and professionalism, even in high-
stress moments. Leave this session feeling confident, 
appreciated, and empowered to make a difference in 
everyone’s success.

Navigating Daily Interactions
Prioritizing in the Midst of Chaos

Connecting With Families

Supporting Students 

Agenda

Building a Positive Team Culture

Communicating With Clarity 
and Warmth

—Molly R., elementary administrative assistant 

The session reminded me how important 

my role is in creating a welcoming 

     school environment.

—Laura W., front office coordinator

          This workshop made me feel valued and 

                gave me new ways to handle various situations 

                     with confidence and care.

The Caring Front Office Professional
One-day workshop
Suitable for school office staff


