


Position:			Parish School Registrar / Receptionist, part-time
Reports to:		Pastor 
FLSA Status:		Non-Exempt
Date prepared:	 
Signatures:		_________________________   /   ____________________________(Employee)
(Supervisor)


PURPOSE
[bookmark: _GoBack]The [Parish/School name] Registrar is responsible for supporting [Parish/School name] by coordinating the admission process for new and current students of the school. Primary duties are coordinating the pre-requisite admissions documents, arranging admissions tests for new students, sending acceptance letters to students, and acting as liaison for McKay, Step-Up for Students, VPK and DCF scholarship providers . [Parish/School name] Registrar performs all duties and responsibilities in alignment with the mission, vision and values of the Catholic Archdiocese of Miami.   

ESSENTIAL FUNCTIONS include the following. Other duties may be assigned.
1. Act as liaison on phone and in person, between student/family and McKay, Step-Up for Students, VPK, and DCF, resolving problems and escalating issues as needed to principal.
2. Request, in writing, school records from applicants for admission (registration form, health records, etc.)
3. Coordinate the admission process for new students and re-admission of all other students in school:
a. Completed forms required
b. Tests for new students
c. Required documents (WHICH?)
d. Letters of acceptance
4. Enter data and keep accurate records for student enrollment for each grade level
5. Contact new families in the month of May prior to next academic year and provide information on books and supplies needed by students.
6. Enter data on all transactions into computer.
7. Ensure that there is documentation on all transactions for auditing purposes and accurate/current account balances on each fund.
8. Receive and process tuition payments from parents. Keep business manager apprised of accounts receivables.
9. Communicate effectively with the public, staff members, students, parents, administrators and other contact persons using tact and good judgment.
10. Maintain confidentiality regarding school/workplace matters, especially financial matters.
11. Model and maintain high ethical Catholic standards.
12. Demonstrate initiative in the performance of assigned responsibilities
13. Participate successfully in the training programs offered to increase skill and proficiency related to assignment, especially school minder.
14. Keep principal informed of potential problems or unusual events.
15. Respond to inquiries and concerns, via phone and/or e-mail or mail, in a timely manner and document interaction.
16. Build and maintain good working relationships with other team members, exhibiting good interpersonal skills.
17. Demonstrate support for the school system and its goals and priorities.
18. Demonstrate initiative in identifying potential problems or opportunities for improvement.
19. Prepared all required reports and maintain all appropriate records
20. Attend computer training classes and staff meetings.
21. Perform other tasks consistent with the goals and objectives of this position. 
22. Assist with school tasks as assigned with confidentiality and discretion, demonstrating excellent internal and external customer service.
23. Other duties as assigned.

SUPERVISORY RESPONSIBILITIES:  None.

QUALIFICATIONS:
To perform this job successfully, and individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and Experience.
· Minimum:  High school diploma and 5 years’ clerical experience in a customer-service environment. Non-profit helpful.
· Preferred:  Bachelor degree in with 1 year of school experience.
· Experience in a Roman Catholic environment a plus.

Language Skills.
1. Good oral and written English-language communication skills, including clear speaking voice.
2. Good Haitian Creole-language spoken communication skills strongly preferred; Spanish a plus.

Other Knowledge, Skills, Attitudes.
1. Knowledge and schools admissions processes, particularly Catholic schools.
2. Ability to maintain confidentiality concerning student files and sensitive information.
3. Knowledge of basic tenets of Catholic Church.
4. Proficiency in MS Outlook, Word, and Excel.
5. Good computer literacy, including ability to navigate online applications and search engines effectively.
6. Type at least 60 wpm with 90% accuracy.
7. Good spelling and grammar required.
8. Excellent customer service skills, including ability to maintain focus on and professionalism with people in challenging situations, both in person and by phone.
9. Good time management, including ability to manage several projects at the same time.
10. Must be able to multi-task and retain accuracy in an environment of competing deadlines.
11. Must be supportive of the mission and tenets of the Roman Catholic Church.
12. Must have a professional demeanor.

COMPETENCIES
Customer Focus (Internal and External):  Effectively meeting customer needs and taking responsibility for customer satisfaction. 
Attention to Detail / Quality Orientation:  Accomplishing tasks by considering all areas involved, including minute details; showing concern accuracy and good quality output; accurately checking processes and tasks. Monitoring activities.
Collaboration:  Working effectively and cooperatively with others, asking clarifying questions for the purpose of achieving common objectives. Building and maintaining good working relationships with employees.
Dependability:  Being reliable, responsible, and dependable, and fulfilling obligations with a willing attitude.
Managing Work:  Effectively managing time and resources to ensure that work is completed to meet expectations.
Inductive Reasoning / Problem Sensitivity:  Sensitive to observation and identification of issues presenting out-of-the-norm and that may be indicative of problems needing to be addressed.
Work Standards:  Set expectation of high performance standards and hold oneself accountable for accurate and timely completion of tasks and projects.   

PHYSICAL DEMANDS AND WORK ENVIRONMENT
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 may be made to enable individuals with disabilities to perform the essential functions.
· Must be able to sit for extended periods at a computer workstation
· Must be able to perform data entry for extended time periods.
· Must be able to push and occasionally lift objects weighing 25 pounds

DISCLAIMER The above is intended to describe the general context of and requirements for the performance of this job. It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.

