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ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

JOB TITLE:  SECONDARY REGISTRAR
REPORTS TO:  Principal
SUPERVISES:  N/A

QUALIFICATIONS:
1. High School diploma and two years of post-secondary college coursework in business related field.
2. Must meet background clearance requirements as specified by Alabama Statutes and State Board of Education regulations.

KNOWLEDGE, SKILLS AND ABILITIES:

1.
Ability to read, interpret and follow State Board of Education rules, School Board policies and the appropriate state and federal statutes. 
2.
 Knowledge and understanding of child development and the unique needs and characteristics of students served.  
3.
Ability to analyze and use data.
4.
 Ability to consult with parents, school personnel and the public. 
5.
Ability to maintain sensitivity to multicultural issues.  
6.
Ability to maintain confidentiality. 
7.
Ability to communicate effectively verbally and in writing using correct grammar, spelling and business English. 
8.
Ability to audit forms and reports for accuracy and completeness. 

JOB GOAL:

To manage and maintain accurate student database records.
PERFORMANCE RESPONSIBILITIES:

1.
Create and manage master schedule.

2.
Process all new student registrations.

3.
Prepare and mail/fax transcripts and other official documents related to students.

4.
Enter all test scores.  

5.
Enter withdrawals and transfers and complete accurate reports.
6.
Process grades in STI for generation of report cards and progress reports and distribute report cards/progress reports to each advisement teacher.
7.
Verify student eligibility for extracurricular activities.

8.
Process social security benefits forms and disability forms.

9.
Process necessary forms and paperwork needed by students for drivers’ permits, drivers’ license and good student discounts for insurance purposes.
10.
Assist with monitoring student residency.

11.
Engage in continuing improvement of knowledge and skills.

12.
Type a wide variety of records, reports, memoranda, and teaching materials and operate duplicating equipment.  

13.
Furnish information and assistance to students, parents, teachers, and other interested parties.

14.
Supervise clerical assistants in the performance of similar or related work, if assigned.

15.
Communicate effectively with the public, staff members, students, parents, administrators and other contact persons using tact and good judgment. 

16.
Follow attendance, punctuality and proper dress rules.

17.
Ensure adherence to good safety standards.

18.
Maintain confidentiality regarding school/workplace matters.

19.
Model and maintain high ethical standards.

20.
Demonstrate initiative in the performance of assigned responsibilities.

21.
Participate successfully in the training programs offered to increase skill and proficiency related to assignment.

22.
Keep supervisor informed of potential problems or unusual events.

23.
Respond to inquiries and concerns in a timely manner.

24.
Exhibit interpersonal skills as an effective team member.

25.
Demonstrate support for the school system and its goals and priorities.

26.
Demonstrate initiative in identifying potential problems or opportunities for improvement.

27.
Prepare all required reports and maintain all appropriate records.

28.
Participate in cross-training activities as required.

29.
Perform other tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:


Light Work:  Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force as frequently as needed to move objects.

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 in accordance with provisions of the Board’s policy on evaluation of personnel.


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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