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ABOUT OUR SCHOOL: The mission of The Freedom School is to provide a safe, nurturing, learning community where students of different beliefs, races, ethnicities, and economic circumstances are reconciled to God and one another by experiencing forgiveness by grace through faith in Jesus Christ…without regard for ability to pay. We are a private, urban, Christian mission school (Pre-Kindergarten – 6th Grade). Our Class sizes range between 12 and 18 students. Teacher/Student Ratio is 1:15. 

POSITION NEEDED: Part-time Registrar

SUPERVISOR: Principal

COMPENSATION: starting pay $20/hr. commensurate with experience.
This is a new position. We expect the hours to fall between ten and twenty weekly.

GENERAL DUTIES AND RESPONSIBILITIES / Duties include but are not limited to:
· Communication with families regarding tuition payment
· Keeping records related to student enrollment and tuition payments
· Notifying families of delinquency
· Staying abreast of records requirements
· Maintains a professional appearance and demeanor consistent with the school’s staff handbook

KNOWLEDGE AND SKILLS: 
· Knowledge and application of Google, Excel, and cloud-based applications
· Skill in establishing and maintaining effective working relations with co-workers and parents.
· Time management
· Discretion

OTHER REQUIREMENTS: 
· Must be able to pass an initial fingerprint and background clearance check

BENEFITS: Not available for part-time workers
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