
ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT  

POSITION: REGISTRAR 
CLASS DEFINITION:

Under general supervision records and maintains transcripts and other permanent records, does other clerical work as required.

EXAMPLES OF DUTIES:

Posts grades, credits and test information on permanent records; prepares and processes record requests from other schools and colleges for student records.  Records and maintains transcripts and other permanent records as required.

DESIRABLE QUALIFICATIONS:

Experience:

One-year clerical experience in public education.

Education:

Completion of 12th grade or equivalent.

Knowledge of:
Typing, modern office methods, filing systems, letter writing, good English usage, spelling, grammar, punctuation and record keeping.

Ability to:

Type accurately and post information on permanent record forms; work with detailed records; meet students and teachers tactfully and courteously; maintain effective cooperative learning working relationships with others.

PHYSICAL ABILITY:
Visual ability to read handwritten or typed documents, and the display screen of various office equipment and machines.  Able to conduct verbal conversation.  Able to hear normal range verbal conversation (approximately 60 decibels).  Able to sit, stand, stoop, kneel, bend and walk.  Able to sit for sustained periods of time.  Able to climb slopes, stairs, steps, ramps, and ladders.  Able to lift up to 20 pounds.  Able to carry up to 20 pounds.  Able to exhibit full range of motion for shoulder external rotation and internal rotation.  Able to exhibit full range of motion for shoulder abduction and adduction.  Able to exhibit full range of motion for elbow flexion and extension.  Able to exhibit full range of motion for shoulder extension and flexion.  Able to exhibit full range of motion for back lateral flexion.  Able to exhibit full range of motion for hip flexion and extension.  Able to exhibit full range of motion for knee flexion.  Able to operate office machines and equipment in a safe and effective manner.  Able to demonstrate manual dexterity necessary to operate calculator, typewriter, and/or computer keyboard at the required speed and accuracy.

REQUIRED TO:

Hold and maintain a valid California Motor Vehicle Operator's License, proper insurance and a driving record satisfactory to the District.  Pass a required physical examination.  Submit to fingerprint testing through the California Bureau of Justice and/or the Federal Bureau of Investigation.

SUPERVISION OVER:
None.

SUPERVISION FROM:
Administrative Supervisor.

