
R.S.U. #67 
Chester, Lincoln, Mattawamkeag 

Job Description 
 

Position Title:  Guidance Secretary/Registrar 
 
Qualifications:  

 Working knowledge of basic office equipment, technology and software applications 
(Word, Excel, PowerSchool, Infinite Campus); 

 Proficient in typing; 

 Effective communicator; 

 Successful experience as a secretary particularly in a school setting; or 

 Such alternatives to the above qualifications as may be appropriate. 
 
Reports to:  Building Administration and Guidance Personnel 
 
Job Goal:  The Guidance Office Secretary/Registrar is responsible for assisting the Guidance 
Counselors in order that they may devote maximum attention to administering an effective 
guidance program. 
 
Guidance Secretary Responsibilities: 
    

 Answers learners inquiries and schedule appointment times for learners to meet with 
their counselor; 

 Sets up appointments for college and military representatives and parents; 

 Prepare and submit NEO Reports to include: Dropout Validation, Completer’s Validation, 
4,5,6 Year Validation and the End of Year Graduate Report; 

 Works with counselors to communicate scholarship information;  

 Assist guidance personnel and learners with maintenance of the college application 
process; 

 Assist guidance personnel with the maintenance of the programs of studies and school 
profile; 

 Assist office staff with receiving and routing in-coming calls and building visitors; 

 Assist office staff with general duties, including but not limited to, dispensing learner 
medications, required record keeping; 

 Collaborates with office staff and building administration to effectively analyze and 
solve problems and challenges; 

 Assist with other duties and projects as needed or requested by administration; 

 Keeps abreast with current office technologies and practices;  

 Performs job related functions as deemed necessary and appropriate to fulfill the job 
goal. 
 

 



 
Registrar Responsibilities: 
 

 Processes learners entering Mattanawcook Academy or withdrawing from 
Mattanawcook Academy and maintains the data in Infinite Campus; 

 Maintains learner demographics in the districts data base and in cumulative files; 

 Maintains and reports honor rolls and class rank information; 

 Creates and distributes progress reports and rank cards; 

 Maintains and insures the integrity of learners’ transcript information; 

 Maintains and sends senior transcripts to colleges; 

 Works with counselors during the scheduling process; 

 Prepares for various activities throughout school year- Parent/Teacher Conferences, Girl 
State/Boy State Balloting, Academic Awards Night, Class Night, and Graduation. 

 
 
 
Adopted:  March 16, 2016 
  

 
 

  
   
  
 


