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REGISTRAR/DISCIPLINE CLERK
CL: 18
DEFINITION
This is a secretarial position directly responsible to the school principal. This position is responsible for record keeping, processing, reporting, written and oral communication to parents related to student enrollment, transcripts and discipline.   
DUTIES
Enrolls and withdraws students; Maintains a variety of files, documents and student records, including permanent student record card, cumulative folders, grades, transcripts, immunizations, etc. for the purpose of documenting and/or providing reliable information relative to student records; Prepares and maintains student records, i.e., file registration packets for all students on a yearly basis, file test results which include STAR, CAHSEE, PSAT, SAT, ACT, ASVAB and Physical Fitness Tests,  teacher grade changes, cumulative records, emergency data forms, report cards, class schedules, grade point averages, enrollment and withdrawal forms, progress reports, transcripts, etc.; Enter transcripts on Student Information System for students incoming from other districts; update student demographics yearly and  on Student Information System;  Maintains student records and/or arranges for their proper storage; Maintains active cumulative records, Assists in preparing test materials;  Coordinates the transmittal of student records, transcripts, grades, and other authorized materials to and from other schools, colleges and prospective employers; mark data sheets and report cards;  maintains student permanent record cards; request transcript of grades from other schools for new students transferring into  high school;   record grades and test scores; Cooperate with CAHSEE coordinators to determine students who need to take the CAHSEE;  mail and file CAHSEE student reports;  request  and enter CELDT, STAR and CAHSEE scores on to the Student Information system for new students; Performs other related duties as assigned. Cooperates with school staff in matters relative to office procedures and processes; Maintains confidentiality on all student and staff matters; Provides information and materials authorized by school administrators, counselors, board policy, and state and federal regulations; Assists school administrators as requested in student related discipline matters; prepares and provides documentation necessary for the referral of cases to the assistant principal or Discipline Hearing Panel; Updates referral and detention reports and student files relative to these transactions daily; prepares discipline reports as needed; Performs other duties reasonably related to the job class.
MINIMUM QUALIFICATIONS
KNOWLEDGE: Basic knowledge of office practices, procedures, and machines.
ABILITY: 

Skill in data processing; Ability to type at a reasonable rate of 



speed and accuracy; Use of office machines; Type from notes or 



dictation; Make arithmetic calculations and Check written and 



statistical records quickly and accurately; follow written and oral 



instructions; Good command of the English language both written 



and oral.
EXPERIENCE: 
The skills, knowledge and abilities listed above would typically be 



acquired through two years (24 months within the last 10 years) of 



full time equivalent, paid secretarial or clerical experience. College 



level training in secretarial science or business administration may 



be considered for substitution of the experience requirement on a 



year-for-year basis.
EDUCATION: 
High school diploma or equivalent.
NORMAL TERMS OF SERVICE
Eight hours per work day, eleven months per year.
IMMEDIATE SUPERVISOR(S)
School Principal
School Vice-Principal
REPORTING SUPERVISOR
School Principal 
REVIEWING OFFICER
School Principal
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