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ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

JOB TITLE:  Elementary Registrar
REPORTS TO:  Principal

SUPERVISES:  N/A

QUALIFICATIONS:

1. High school diploma or equivalent.

2. Training or work experience with computers and related software.

KNOWLEDGE, SKILLS AND ABILITIES:

1. Knowledge of office practices and procedures, grammar, spelling. and business correspondence. 

2. Ability to exercise independent judgment. 

3. Ability to deal effectively and courteously with students, school personnel, and the general public. 

4. Excellent computer skills

5. Excellent verbal and written communication skills

JOB GOAL:

To assist in the development and maintenance of school records, reports, and

data.

PERFORMANCE RESPONSIBILITIES:

1. Record and report daily absentees.

2. Enter data and follow up on registration forms. 

3. Enter demographic information on all students and faculty.

4. Maintain student permanent records (including health records, grades, birth certificates, etc.), ensuring that all information is up-to-date.

5. Maintain attendance records and prepare related reports.

6. Prepare transcripts of student records.

7. Process student transfers and withdrawals and maintain records.

8. Enter student schedules.

9. Prepare various reports for the State Department of Education.

10. Generate a grade roster.

11. Enter academic grades into the computer for the generation of report cards.

12. Distribute report cards to each homeroom teacher.

13. Record and maintain the required reports for the school, LEA, state, or federal agencies. 

14. Verify student check in and checkout information.

15. Input student data for schedules and test records.

16. Ensure that the master schedule and the current valid schedule are maintained accurately.

17. Maintain confidentiality of specified information.

18. Communicate effectively with the public, staff members, students, parents, administrators and other contact persons using tact and good judgment.

19. Participate in assigned training programs offered to increase skill and proficiency related to assignment.

20. Respond to inquiries and concerns in a timely manner.


21. Participate in cross-training activities as required.

22. Perform other tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:

N/A

TERMS OF EMPLOYMENT:

Salary and benefits shall be paid consistent with the system's approved compensation plan. Length of the work year and hours of employment shall be those established by the system.

EVALUATION:

Performance of this job will be evaluated a minimum of once each year.

It  is the policy of the Alexander City Board of Education that no person shall, on the grounds of race, color, disability, sex, religion, creed, nationality, origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under program, activity, or employment.  
Signature: ______________________________________________ Date: _________________

Approved by Human Resources: ____________________________ Date: _________________
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