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Posting Date:  March 9, 2020 

 

Position:  District Registrar  

 

School:  Delavan-Darien School District 

 

Starting Date:  April 2020 
 

Completed application materials MUST include the following: 
 

1. Letter of Interest 

2. Resume, credentials, or supporting information 

3. District General Application Form 
 

and are due by:   Until Filled 
 

Send materials to: Send application materials to Mrs. Sheryl Anderson at 324 Beloit St., Delavan, WI 53115 or 

by email to sanderson@ddschools.org  OR Submit your application materials using the WECAN system at the 

following web address:  http://services.education.wisc.edu/wecan.  (Review of materials and/or interviews may 

begin upon receipt of COMPLETE application packets.) 
  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

The Delavan-Darien School District does not discriminate in employment on the basis of race, color, age, 

national origin, religion, sex or handicap.      

 

 

 

 

 

 

Delavan-Darien School District 
Non Union Position   

The District Registrar will be responsible for maintaining student electronic records and files; facilitating the 

enrollment and registration of students into the School District; state and federal reporting, open enrollment and 

providing clerical support, information and/or direction as may be assigned. 

 

Qualifications: 

Must possess an excellent understanding of the importance of data collection and student information systems.  The 

successful candidate will have a High School Diploma (or equivalent) minimum; two year associate degree, 

preferred.  Previous experience with student information software applications (Infinite Campus or Skyward, and 

SEEDS) preferred.  High proficiency in Google as well as Microsoft Office Applications required.  Above average 

ability to gather, interpret, organize and maintain accurate records.  Strong customer service and communication 

skills are required and Spanish speaking skills preferred. 

 

Review attached job description for additional details.   
 

 

mailto:sanderson@ddschools.org
http://services.education.wisc.edu/wecan


Job Description 
 

Position Title: Registrar Department: Pupil Services 

Classification: Non Represented FLSA: Non-exempt 

Reports To: Director of Pupil Services and Business Administrator Adopted: January 2020 

 
GENERAL FUNCTION 
The District Registrar will be responsible for maintaining student electronic records and files; facilitating the 
enrollment and registration of students into the District; state and federal reporting, open enrollment and 
providing clerical support, information and/or direction as may be assigned.   
 
DUTIES AND RESPONSIBILITIES 
 
A. Federal, State, and District Reporting 

 Establishing and maintaining a District enrollment process (e.g. enrolling students, recording 
documentation, assisting parents, screening reports (i.e. GT, ELL, and SPED), and data entry to 
Student Management System, etc.) for the purpose of ensuring accuracy of records and 
consistent customer service. 

 Collect open enrollment data, notify parents of open enrollment status, track fall placement of 
open enrollment students for pupil membership and work with exception applications regularly. 

 Responsible for all DPI and federal reports (listed below but not limited to) by gathering 
information monthly and monitoring student software (Infinite Campus currently). 

o   Pupil Membership 
o   Open Enrollment Reports 
o   Special Education Reports 
o   Calendar Report (minutes for schools) 
o   Reports (CTEERS, Post-Graduate, etc.) related to Carl Perkins 
o   End of the year reports and roll over 
o   Summer School reporting 
o   Civil Rights Report 
o   Educlimber updates and validations 

 Ability to use, troubleshoot and review student data including DPI Wise for accuracy.  

 
B. Student Data and Set-up 

 Collaborates with others on maintaining, updating, and communicating school enrollment figures 
(e.g. enrollment numbers, number of sections, counts of students), discipline, migrants, and 
homeless numbers, ELL status, and correcting Ed-Fi errors for the purpose of ensuring records 
are accurate and providing information to others. 

 Maintain Student Information System including all necessary yearly updates 
 Facilitate the Online Enrollment Process including but not limited to set-up, parent portal, pleats, 

assign fees, and Assistance Day 
 Create new courses and report cards for elementary and middle schools 
 Create grading windows 

 

C. General 
 Researches, compiles, monitors, and trains others on data/information storage and use for the 

purpose of ensuring compliance with federal, state, and District reports. 
 Maintain student record confidentiality to the extent possible. 
 Maintain complete and accurate records as required by district policy and administrative 

regulation. 
 Generate Ad Hoc reports for staff. 
 Under the direction of the Directors, facilitate monthly meetings with building administrative 

assistants. 



 Provide clerical support, information and/or direction as may be assigned including answering 
phones and providing entry into the building. 

 Stays abreast of district news through staff bulletins, email messages, etc. 
 Follow district and school policies, guidelines, administrative regulations, and the employee 

handbook. 
 Serve as a positive role model for staff and to help instill the belief in and practice of ethical 

principles and democratic values. 
 Perform other duties within the scope of employment and certification as assigned. 

 
KNOWLEDGE, SKILLS AND ABILITIES 
 
Must possess an excellent understanding of the importance of data collection and student information 
systems.  The successful candidate will have a High School Diploma (or equivalent) minimum; two year 
associate degree, preferred.  Previous experience with student information software applications (Infinite 
Campus or Skyward, and SEEDS) preferred.  High proficiency in Google as well as Microsoft Office 
Applications required.  Above average ability to gather, interpret, organize and maintain accurate records.  
Strong customer service and communication skills are required and Spanish speaking skills preferred. 
 
WORK ENVIRONMENT 
 
Noise level in the work environment is quiet to moderate.  Duties are performed indoors and occasionally 
outdoors.  Duties as assigned may include travel between buildings and a driver’s license may be required for 
some assignments. 
 

 

 

 

 

Physical and Mental Abilities Required to Perform Essential Job Functions 
Language Ability and Interpersonal Communication 
 

 Ability to classify, compute and tabulate data and information, following a prescribed plan requiring the 
exercise of some judgment.  Ability to compare, count, differentiate, measure and sort information.  
Ability to assemble, copy, record and transcribe data and information. 

 Ability to advise and provide interpretation to others how to apply policies, procedures and standards to 
specific situations. 

 Ability to comprehend and interpret a variety of documents including all school forms, requisitions, 
school handbooks, catalogs, office equipment operating manuals, schedules, lists, directories, service 
contracts, spreadsheets, activity reports, computer software operating manuals, non-routine 
correspondence, memos, and attendance and enrollment records. 

 Ability to prepare a variety of documents including reports, forms, routine correspondence, 
announcements, memos and receipts using prescribed format and conforming to all rules of 
punctuation, grammar, diction, and style. 

 Ability to communicate clearly and effectively, both orally and in writing with teachers, students, 
principals, vendor representatives, delivery personnel, service/repair personnel, parents, law 
enforcement and community members. 

 Ability to use technology to accomplish job responsibilities that may include basic knowledge of Google 
docs, e-mail, word processing, and spreadsheet software. 

 Works positively and collaboratively with all staff, students, parents/guardians and community members 
to meet the needs of students. 

 Contributes to the development and maintenance of positive public relations between DDSD and the 
community. 

 Communicates effectively and respectfully with students, using language and tone appropriate to the 
student and situation. 

 
Mathematical Ability 

 Ability to add and subtract, multiply and divide, and calculate percentages, fractions, and decimals. 
Ability to interpret basic descriptive statistical reports. 



 
Judgment and Situational Reasoning Ability 

 Ability to use functional reasoning in performing semi-routine functions involving standardized work with 
some choice of action. 

 Ability to exercise the judgment, decisiveness and creativity in situations involving a variety of generally 
pre-defined duties which may be subject to frequent change. 

 
Physical Requirements 

 Ability to operate a variety of office equipment including computer terminal, multiple line telephone, fax 
machine, calculator/adding machine and photocopier. 

 Ability to coordinate eyes, hands, feet and limbs in performing movements requiring skill and training, 
such as data entry and prolonged periods viewing a computer screen. 

 Ability to exert light physical effort in sedentary to light work, but which may involve some lifting, 
carrying, pushing and pulling.  

 Ability to recognize and identify similarities or differences between characteristics of colors, shapes and 
sounds associated with job-related objects, materials and tasks. 

 Occasional work in noisy, crowded, stressful environments with numerous interruptions.  

 
Environmental Adaptability 

 Ability to work under generally safe and comfortable office conditions where exposure to environmental 
factors such as repetitive computer keyboard use, irate individuals, and disease may cause discomfort 
and poses a limited risk of injury. 

 

While performing the duties of this job, the employee is required to stand, talk, hear, walk and sit. Specific 
vision abilities required by this job include close vision such as to read handwritten or typed material.  The 
position requires the individual to meet multiple demands from several people and interact with the public and 
other staff.  The ability to talk, hear and express and understand ideas and thoughts are constantly required. 
 
The employee shall remain free of any alcohol or illegal substance in the workplace in compliance with Policy 
3122.01 throughout his/her employment in the District. 
 
The Delavan-Darien School District is an Equal Opportunity Employer. In compliance with the Americans with 
Disabilities Act, the District will provide reasonable accommodations to qualified individuals with disabilities and 
encourages both prospective and current employees to discuss potential accommodations with the employer. 
 


