
ALBEMARLE COUNTY PUBLIC SCHOOLS


POSITION DESCRIPTION

	JOB TITLE:    Front Office Manager & Registrar
	LOCATION:    CATEC            

	
	JOB CLASS CODE:     

	IMMEDIATE SUPERVISOR:  

Director
	PAY GRADE: 10

	
	FLSA STATUS:   Non- Exempt 


GENERAL DEFINITION OF WORK
Manages the daily front office operations of CATEC. General duties include school reception, student attendance, and student registration management.
ESSENTIAL FUNCTIONS
The minimum performance expectations include, but are not limited to, the following actions:
· Provides frontline customer service for students, parents, and visitors;
· Manages front office;

· Collects, enters, and maintains all student attendance data on a daily basis;
· Maintains student records in accordance with state and division records management guidelines;
· Sets up daily attendance calls using SchoolMessenger;
· Seeks out and maintains a working knowledge of the feeder schools’ office procedures, those that are relevant to CATEC’s students, including but not limited to management of the student information, registration procedures, dismissal procedures, and attendance policies;
· Updates the school-wide Outlook calendar with all notable dates from the ACPS division calendar, CATEC events, meetings, tours, instructor deadlines, and all other information that staff members should be made aware of;

· Updates Building Use calendar with building rental/use requests and handles all paperwork, etc;

· Troubleshoots all CATEC copiers as first-line support;

· Orders and maintains office supply inventory;

· Dispenses and documents student medication in accordance with state and division policies;

· Collects customer payments following CATEC procedures;
· Creates student forms as requested;
· Supports Completer Ceremony preparation;
· Assembles bulk mailings;
· Active participant on the CATEC Leadership Team and CATEC Crisis Management Team;
· Performs related duties as required.

	KNOWLEDGE, SKILLS AND ABILITIES:
Considerable knowledge of office management; knowledge of various computer software; office procedures, business English, spelling and math. Skills in editing, prioritizing, and time management; skills in exemplary customer service; ability to organize and plan work for self and others; ability to communicate effectively, orally and in writing; ability to maintain effective working relationships. 

	
EDUCATION AND EXPERIENCE:
Must possess a high school diploma or equivalent with technical/post-secondary training. Experience in office management is preferred. 


	

	PHYSICAL CONDITIONS AND NATURE OF WORK CONTACTS:
Work is performed in an office setting primarily sitting at office equipment, with occasional walking throughout the school building. Lifting and carrying of objects weighing up to 50 pounds is required. Frequent operation of microcomputers, printers and a variety of office machines is required. Daily contact is made with school administrators, teachers, students, parents, and the general public.


EVALUATION
Will be evaluated annually on the ability and effectiveness to carry out the above responsibilities as outlined.

Please visit https://www.catec.org/page/careers for additional information.  

DATE APPROVED: 01/25/2021
