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SPECIAL PROJECTS/REGISTRAR 
 

Employees and volunteers of Twin Peaks Charter Academy work collaboratively to fulfill the 
Twin Peaks Charter Academy Mission.  The items listed in this job description provide 
structure to the responsibilities and accountabilities for this position.  Metrics will be developed 
for the position based on the description below.  Twin Peaks Charter Academy expects to 
employ professionals who will work beyond job descriptions creating both fulfilling career 
environment and successful outcomes for our students.  Values we hold high include:  
Responsibility, respect, citizenship, fairness, trustworthiness, and caring and we expect to see 
them evidenced in our staff, parents, and students. 
 
Role Definition: 
Position is responsible for maintaining the student system records, recruiting, and retention of  
current and potential families. The duties are varied and require the use of independent 
judgment and the development of systems to manage the accuracy of the data produced for 
TPCA, district, and state level reporting. This position requires a high degree of proficiency in 
Word, Excel, Access, and website management to successfully manage both TPCA’s and 
District data base systems that support grading, scheduling and attendance systems.  
 
 
Responsibilities: 

 Management of student records and reports 

 Responsible for recruiting and retention of families 

 Responsible for following up with touring families 

 Receive grades/generates report cards 

 Entering and verifying accuracy of records to include FTE reports, student schedules, 
student course histories, grade reports, special programs reports, demographics 

 Provide general parent resource and referral services, Homeless and Title X Liaison in 
cooperation with district office 

 Responsible for the compilation and preparation for reports for state, i.e. October count 
and other reports required by the district 

 Responsible for the registration process including oversight of the student lottery 
process and manage the structure of information meetings 

 Organize parent informational tours 

 Prepare annual updates of  all re-enrollment and enrollment registration materials and 
forms 

 Issue annual student census forms and permission letters and complete updates 

 Request/receive/send student records from/to other schools 

 Set up and maintain student cumulative files per district guidelines 

 Assist Administration with student awards traditions and process 

 Create and update shared adhoc reports in student data base 

 Monitor and reply to website requests for information and school email account 

 Assist with website updates on admissions-related pages, enrollment and re-
enrollment forms, auto-replies, etc.   

 Assign student fees, discounts and adjustments in cooperation with Business Office   

 Other special assignments as directed by the the K – 12 Director 
 

 
Education and Experience: 

 Working knowledge of educational settings/environments preferred 
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 Maintain confidentiality 

 Effective communicator including successfully interacting and working with people 
from diverse ethnic/socioeconomic backgrounds 

 Innovative, enthusiastic, energetic, flexible  

 Familiar with computer based transcripts, schedules, etc., internet and software 
counseling resources  

 Ability to enter data, accurately and in a timely manner into existing systems 

 Ability to organize work in order to meet various deadlines 

 Knowledge of and commitment to Core Knowledge/Classical curriculum 

 Knowledge of and commitment to Character Education 
 


