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Registrar – Middle School
Employee Name (Print): _______________________________________
Reports To:

Principal, Director or other Supervisor (Primary)

Dept/Campus:

Middle School




Paygrade: PP-5
Wage/Hour Status: 
Nonexempt




Date Revised: December 2011
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE / FUNCTION:

Responsible for maintaining student records at the campus level. Process student enrollment, transfers, and withdrawals for the campus. Maintain and update schedules.  

QUALIFICATIONS:
Education/Certification:
High School Diploma or GED

Two years of college preferred

Special Knowledge/Skills:

Ability to maintain accurate and auditable records

Ability to use personal computer and software to develop or maintain spreadsheets and databases, and do word processing

Proficient keyboarding and file maintenance skills

Basic math skills

Strong organizational, communication, and interpersonal skills

Experience:

Three years clerical experience

Experience in a school district preferred

MAJOR RESPONSIBILITIES AND DUTIES:

1. Maintain physical and computerized records including student cumulative folders and class rosters.

2. Process new student records, including requesting transcripts and records from other schools, setting up cumulative folder, and entering student data into appropriate databases.

3. Process and transmit requests for student information.

4. Assist counselors with the enrollment, withdrawals, and transfer of students and process applicable records.

5. Assist campus administration and counselors with the preparation of reports and student data information.

6. Maintain confidentiality of information.

EQUIPMENT USED:

Computer, printer, calculator, fax machine, copier, multi-line telephone system, and other modern office equipment
WORKING CONDITIONS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:

Reading; ability to perform basic arithmetic; ability to communicate effectively (verbal and written); maintain emotional control under stress; maintain a clear focus on customer service
Physical Demands:
Repetitive hand motions; ability to work with frequent interruptions; ability to lift and carry 50lb.

The foregoing statements describe the general purpose and responsibilities to this job and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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