Y SCHOOL DISTRICT

Position Title: Admissions and Communications Coordinator PCN:

. | Secondary Learning Community/School of the Arts Location/ |5109 B West Enterprise Street
Depantment/Scriool- Address: North Charleston, SC 29405
Reports to(Title Principal Work 730 am o 400 pm
only): Hours
?;I; ;}g/rP;SItlon ] Non-Certified Administrator ~ [] Certified Administrator [l Non-Exempt Hourly ~ [] Teacher
Position type/ Grade .

yp B21 Position# | 21°
(to be completed by of days
HR)
Travel Required No FLSA [] Exempt
Status ] Non-exempt

Job Description

JOB PURPOSE/REASON:

The purpose of this position is to manage the audition and admission processes for Charleston County School of the Arts. Duties
include creating and disseminating informational materials, responding to requests and questions about the audition process,
arranging tours and auditions, managing application paperwork, and communicating with adjudicators, parents and students about
auditions. In addition this position requires one to coordinate staff and volunteers who assist with the audition process, tabulate the
results of the auditions, communicate with parents and students about the outcome of the auditions and manage the enrollment of

students at the school.

REQUIRED QUALIFICATIONS:

EDUCATION: [ ] High School Diploma or Equivalent

[ ] Master’s Degree [H] Other

EXPERIENCE & TRAINING:
Clerical/Office systems, database management, desktop publishing, webpage design and management

[ ] Associate’s Degree

[] Bachelor’s Degree
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LICENSING/CERTIFICATION:
Typing proficiency, technology basics

OTHER SKILLS/REQUIREMENTS:
Soft skills related to working with students, parents, teachers and administrators in a variety of situations.

PREFERRED QUALIFICATIONS:

Graphic design, database and spreadsheet creation and management, notary public

SUPERVISION RESPONSIBILITY (IF APPLICABLE):

Direct Reports: 0 # of non-exempt/classified 0 # of exempt/administrators/teachers
Indirect Reports: 0 # of non-exempt/classified 0__# of exempt/administrators/teachers

PRIMARY POSITION RESPONSIBILITIES:

Management of the audition and admission processes for Charleston County School of the Arts

Create and disseminating informational materials, responding to requests and questions about the audition process
Arranging tours and auditions

managing application paperwork

Communicating with adjudicators, parents and students about auditions

Coordinating staff and volunteers who assist with the audition process

Tabulating results of the auditions

Communicating with parents and students about the outcome of the auditions

Managing enrollment of students at the school

Facilitating communication related to the school calendar, marquee, website, and ParentLink calls
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

SECONDARY POSITION RESPONSIBILITIES

Management of field trips
Clerical/office tasks including address verification, answering phones, creating and copying forms
Assisting and supporting teachers' document needs

PHYSICAL/MENTAL REQUIREMENTS:

Physical requirements include those typically needed for clerical work
Mental requirements include ability to prioritize, work with varied groups of people, create and manage databases and spreadsheets

NOTE: The above is intended to describe the general content of and requirements for the performance of this job. It is not to be
construed as an exhaustive statement of essential functions, responsibilities or requirements. This job description must not be
misconstrued as a promise of employment, nor deemed as an employment contract.

Department Head Date
Associate/Chief/Executive Date
Director

Superintendent (if applicable) Date
Human Resources Date
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