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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

EGOS PARAPROFESSIONAL - 7074
May 1998

POSITION TITLE:
Registrar Paraprofessional

REPORTS TO:
School Principal or designee

Objective: To register students into day and evening classes, and provide information on class registration and related EGOS activities.                            

Essential Functions:

1.
Registers students into day and evening classes.

2.
Answers questions from applicants on class registration and related EGOS activities.

3.
Registers and refers applicants and students, when necessary, to pre-testing services.

4.
Refers students directly to an advisor or counselor, if required or requested.

5.
Requests verification of address from applicants to complete registration.

6.
Prepares waiting lists cards for classes currently filled.

7.
Monitors waiting lists to determine the continuing interest of registrants.

8.
Notifies waiting list registrants when openings occur in desired classes.  

9.
Processes phone-in registrations, as required or requested.

10.
Explains tuition procedures to non-Colorado residents.

11.
Calculates course charges and expiration dates in registration database.

12.
Recommends improvements in registration procedures.


13.
Coordinates designated activities with the Cashier Paraprofessional and, as directed, monitors students paying tuition and alerts appropriate staff, as required or requested.

14.
Provides a supportive environment for students; maintains discipline.  Helps to maintain a safe environment for students.

15.
Attends designated meetings, as directed.

16.
Maintains the confidentiality of student information.
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17.
Follows established district policies and procedures.

18.
Performs other related duties, including special projects, as required or requested.

Education/Experience: Graduation from High School or equivalent.  Successful completion of the Basic Skills Test  is required.  Demonstrated knowledge of: PC and/or Mac OS operating systems; various data base, spreadsheet, accounting and word processing applications is desired.  A demonstrated accuracy in recording statistical data is required.

Licensure:  None. 

Performance: Compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave use, and other scheduled or unscheduled absences); safety; security, disaster and other policies, procedures, and practices. Effective communication skills.

Physical/Environmental Characteristics: Essential duties are primarily performed in an office environment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

