
MAPLE RUN UNIFIED SCHOOL DISTRICT 

Job Description 

 

Job Title: Registrar  

Location: Bellows Free Academy  

Job Group: Support Professional Staff 

Reports to: Director of Guidance 

 

Summary:  Assists the Director of Guidance by providing clerical, receptionist, and administrative duties 

for the management of grade reporting, enrollment, student records and reports.  Works in a highly visible 

office dealing frequently with sensitive communications and information. 

 

Essential Duties and Responsibilities: 

1. Assists in the management of Student Personnel Records by: 

a. Preparing enrollment packets, reports, and other paperwork required or appropriate to administer the 

responsibilities of the Guidance Department. 

b. Overseeing the collection and maintenance of all student education records. 

c. Appropriately using various technologies to expedite support for maintaining course data and 

requests, master schedule updates, student schedules and rosters. 

d. Processing and disseminating student progress reports, health information forms, incomplete and 

failure lists, class ranking lists and honor roll lists. 

e. Implementing the registration/enrollment process, throughout the year, for students entering the 

school. 

f. Assisting students with schedule changes as appropriate. 

g. Interfacing with students, parents, staff and community members in an effective and helpful 

manner.  

h. Updating Advising Room schedule, ensuring that accurate information is entered into the 

computer for each students’ record. 

 

2 Provides clerical assistance by: 

a. Scheduling conference room use. 

b. Receiving and routing mail to counselors; sorting, in order of important, for the Director. 

c. Maintaining office supply inventory and maintenance records of office machines and copier. 

d. Processing purchase order requests and maintaining accurate budget records. 

e. Typing office correspondence, letters and memos. 

f.  Serving, in the absence of other clerical help, in a receptionist capacity by answering the phone, 

greeting, and assisting visitors to the office and routing calls to appropriate persons.  

 

3. Accurately maintains schedules for college recruiting. Maintains informational services and reference 

materials on career and educational opportunities. 

 

4. May perform other duties and assume such other responsibilities as may be assigned by the Director of 

Guidance. 

 

Supervisory Responsibilities: The ability to work in a collaborative team environment is essential to the 

employee's successful job performance 

 

Qualification Requirements: To perform this job successfully, an individual must be able to perform 

each essential duty satisfactorily.  The requirements listed below are typical 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/or Experience: Associate's degree in a related field is preferred; two years post secondary 

business education required.  Three or more years' related experience or training is essential. 

 

Language Skills: Ability to read and interpret documents such as reports, procedure manuals, operating 

and maintenance instructions.  Ability to write and edit routine correspondence and reports is required.  

Ability to speak effectively with various persons: parents, students, co-workers and the general public is 

necessary. 

 

Mathematical Skills:  Ability to add and subtract figures and amounts such as: prices, discounts, interest, and 

percentages.  Must demonstrate an ability to apply basic math concepts and basic algebra. 

 

Reasoning Ability:  Ability to solve practical problems and deal with a variety of variables in situations 

where standardization exists.  Ability to interpret a variety of oral and written instructions is required.  

Ability to maintain confidentiality of information presented in various forms (written/oral) is essential. 

 

Other Skills and Abilities:  Must have effective communication, computer, and interpersonal skills.  

Have ability to learn and utilize new software programs as systems are upgraded.  Must have above 

average typing skills (at least 65 wpm.)  Working knowledge of office protocols and machinery is 

essential.  Demonstrated ability to establish and maintain effective working relationships with students, 

staff and the school community is needed.  Ability to speak clearly and concisely both in oral and written 

communication is a must.  Must be able to keep high levels of confidentiality in all aspects of job 

performance.  Ability to perform duties with awareness of all Supervisory Union requirements and School 

Board policies is required.  

 

Physical Demands: The physical demands described here are typical of those that must be met by an 

employee to successfully perform the essential functions of this job.  Reasonable accommodations as 

defined by the Supervisory Union may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is regularly required to sit, walk, talk and hear.  The 

position frequently requires the use of fingers, tools or computers in repetitive motion.  The employee is 

occasionally required to stand and reach with arms or hands.  Specific vision abilities required by this job 

include close and far vision.  An acute ability to work in a flexible and adaptive manner while providing 

quality service and yet focusing on outcomes is essential. 

 

Work Environment: The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

 

The noise level in the work environment is usually moderate and work performed in an office 

environment.  At times the workload can become stressful with multiple interruptions while working 

towards deadlines. 

 

Terms of Employment:  Per the Master Agreement 

Evaluation:  Per established performance review cycle 

Date:  3/6/2020 

 

 
The information contained in this job description is for compliance with the Americans With Disabilities Act 

(A.D.A.) and is not an exhaustive list of the duties performed for this position.  The individual currently holding this 

position performs additional duties and additional duties may be assigned.  The Board reserves the right to waive 

the requirements contained in this job description. 


