


Qualifications: 
  

1. Education Level:  High School Diploma or equivalent 
2. Certification or Licensure:  None 
3. Experience desired:  School registration/enrollment and student information system 

experience desirable.  
4. Other requirements: 

1. Excellent oral and written communication skills including correct spelling, 
grammar, and punctuation usage. 

2. Excellent computer skills including experience working with MS Office tools, 
Google Suite, Email, electronic calendars, and the Internet while having the desire 
and initiative to learn other programs. 

3. 


