
CLOVIS UNIFIED SCHOOL DISTRICT 

Position: Registration Specialist 
Salary Grade: 14 
Salary Schedule: Non-Operations 
Department: High School Sites 
Reports to/Evaluated by: Site Administrator 
FLSA: Non-Exempt 

SUMMARY 

Under direct supervision, performs varied clerical and statistical record-keeping duties related to the 
enrollment, graduation, or withdrawal of high school or special program students, following established 
policies and procedures. Evaluates, processes, maintains, and records semester hour credits and 
subject grades. Maintains and stores all academic records.  

DISTINGUISHING CAREER FEATURES 

The Registration Specialist is part of the Clerical/Secretarial career path career path for those providing 
clerical, secretarial, and administrative support in a school setting. Advancement may be possible with 
additional experience and specialized knowledge.  

ESSENTIAL DUTIES AND RESPONSIBILITIES 

• Prepares and maintains students’ permanent record cards, maintains student information 
database.  

• Enters information according to established procedures. Receives new data and revisions, enters 
data, and routes updated information to appropriate staff or departments. Generates periodic 
reports.  

• Requests transcripts of grades from other schools for new students. Evaluates transcripts and 
other student data to determine the number of credits earned and the courses required for 
graduation.  

• Assists students and parents with the registration process, enrollment, and transfers.  

• Prepares a variety of eligibility lists of students from grades listed in student permanent record 
files. Maintains student records on proficiency tests. Issues applications. Records names of 
students who attain passing scores. 

• Compiles accurate graduation reports.  

• Reviews senior students’ records with counselors to assure students’ compliance with graduation 
requirements. 

• Compiles data for a variety of statistical reports, including average daily attendance, enrollment, 
and graduation.  



• Maintains various records, including student information, test scores, attendance, and grade 
reports.  

• Processes and distributes student schedules, progress reports, and report cards.  

• Assists in the graduation process.  

• Performs other duties as assigned. 

QUALIFICATIONS 

• Knowledge of: Knowledge of modern office practices, procedures, and equipment. Knowledge of 
record-keeping techniques. Knowledge of student registration requirements, graduation policies, 
and procedures. Knowledge of computer operations.  

• Ability to: Learn, interpret, and apply school and district policies and procedures. Ability to 
perform varied clerical and statistical work. Ability to work independently. Ability to maintain a 
complex set of records and reports. Skill in organizing and securing large volumes of student data. 
Strong human relations skills to communicate effectively with students and parents. Ability to 
maintain confidentiality of student records and information. Ability to operate computer software 
programs.  

• Education and Experience: High School Diploma or G.E.D. Certificate; supplemented by three (3) 
years of general clerical experience requiring frequent public contact, with at least one year 
working directly with registration. Any equivalent combination of education, training, and 
experience.  

• Working Conditions: Work is performed in usual office conditions with rare exposure to 
disagreeable environmental factors.  

• Physical Abilities: Sufficient arm, hand, and finger dexterity to operate a keyboard, typewriter, and 
other office equipment. Visual acuity to read words and numbers. Speaking and hearing to 
communicate in person or over the phone.  

 


