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POSITION TITLE  High Schoo! Registrar

BEMIDJI AREA SCHOOLS

POSITION JOB DESCRIPTION

IMMEDIATE SUPERVISOR

SUPERVISOR EMPLOYEE

Note: The signature of the superviéor and employes
indicates they have read this job description and agres
with Iis contants

CRIGINATION DATE

October, 2000

LAST REVISION DATE

Job Summary (Basic Purpose of Position)

BAND & GRADE  A-1-3-3

This employee is charged with the responsibility to collect and maintain all high school.student '

records utilizing the latest technology.

% OF
TIME
DwW

N ECESSARY SKILLS
KNOWLEDGE, ABILITIES

What Yoy Have to Know to

Wwe Accomplish Duty of Funciion

PERFORMANCE STANDARDS

How Wil You Know the Job Is Dona?

.00

Knowledge:

. ‘Keyboarding _

. Computer Technology
3. Filing & Reporting

4. Telephone Procedures
5. Resolve Problems
6
7

e

. High school curri¢ulum guide,
. Transcripts
8. High school procedures &
policies

Ability: _
1. Work-cooperatively,
2. Communicate and provide a
- positive working relationship with
_ staff, students and parents.
| 3., Plan and organize.
~ 4.: Make decisions.
-5. {Provide support and consultation
‘to staff and &dministration,

_ REGULAR ROUTINE DUTIES
Uist of Things to Accomplish in Majer Job BAND/
kanclon GRADE
NOTE; UST EACH MAJOR JOB FUNGTION PRIGR TO USTING OF RGUTINE DU 23, SKILLS AND PERFORMANCE STANDARDS
Responsible forthe sfudent record keeplng 1Al | '
systam,
1.01 Malntaln all aspects of studeht records, Al
1,02 Reccrds that concermn student transcripts will AL
be kept elactronically,
1.08  Convert transcript credit for all Incoming Al
, transcripts. B
1.04  Track senlor credits for graduation, Al
1.08 Verlly senlor graduation ist Al
11.08  Verify MARSS Information, Al
1.07  Reglster new students and make appropiiate | A
N referral to counsslor/Dean for coursg salect,
108 Reccrd and malntaln files on drops and trans- | A1
fers, '
109 Coordinale master scheduling and Al
student scheduling, , .
110 Record, compute and transiate credits and | AL
, GPA's,
111 Collsct data regarding report cards, progress [ Al
reports, Incomplstes and grads changes.””
112 Rscord graduation standards and state-wida |41
assessments,

1.08

1.8

Records were maintalned.
Records using Skyward were done correctly.

Transfer credit was completed accuratsly
and In & timely manner.

Senlor credits were tracked accuratsly and
In a timely manner,

The senior graduation list was varified,
MARSS informatlon was verifled.

Students were registersd appropriately.

Proper records were kept for drops and
transfsrs.

Assistance with the mastar schedule was
provided.

Crodits and GPA'S wers computed and
receorded sccuralely.

All data colection was done accurately
and In a ¥mely manner,

Graduation standards and stale-wide
properly assessments were racorded .
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: \ : NECESSARY SKILLS
REGUL'_AR ROUTINE DUTIES - % OF KNOWLEDGE, ABILITIES :
Ust of Tings to Accomplish in Major Job BAND/ | TIME What Yoy Have to Know 16 PERFORMANCE STANDARDS
function ' GRADE | D.W

WOo Accomplish Duty of Function

How Will You Know the Job s Done?

HOTE; UST EACH MAJORIOB FUNGTICN PRIOR TO LISTING OF ROUTINE DUTY

ES, SKILLS AND PERFORMANGE STANDARDS

2.00

2.01
2.02

12.03
2.04

|2.08
2.06
H|2.07

2,08

Perform assigned office functions

Responsible for exporting all transcripts
Assist in maintaining and distributing all
NCAA Clearinghouss information.

Asslst with maintalning cumulative folders.
Serve as selective service registration agent

Manage and supervisa the work of the
CJT students.

Meet with administrative and suppont
as par of the declsion making tsam.,

- Responsible to print and distributs

report cards and progress reporis,
Other duties as assigned,

- Al

Al
Al

Al
Al

Al

Al

Al

5%
19%
4%
2%
1%

2%

3% .|

5%

§
ki

2.01
2.02

2,03
2.04

-2.08
S 2.08
2.07

2.08

Transcripts were exported appropriately.
Clearinghouse Information was
maintained and distributed.

Cumulative folders were maintained.

‘Selective service duties ware performed

accurately,
QJT students were managed propetly.

Attanded all meetings as directed. -

Report cards and progress reporis wera
printed and distributed.

Performed other duties as assignedin a
limely manner.




