Lakes Area Charter School in Osakis, MN is looking for a dynamic administrative assistant to work in our charter school that serves “at-risk” high school students.
Classification:  Administrative Assistant

Responsibilities

· Coordinate all attendance procedures and data, maintain attendance records and reports, and follow-up with unresolved attendance and tardy issues

· Registrar duties: i.e. student records and transcripts, credit data entry and tracking

· State testing coordinator

· Excellent written and verbal communication with students, teachers, parents, and staff
· Collect information and post to website to ensure up-to-date information is available

· Provide support services to school administration

· Other duties as assigned by supervisor

Qualifications

· Excellent computer/technology, organization and communication skills

· High level attention to detail
· Prompt and thorough
· Ability to maintain confidentiality and exercise good judgment  

· Ability to be proactive and work independently in a fast-paced environment

· Knowledge, skill and ability to take appropriate actions and make sound decisions

· Positive, upbeat attitude and friendly personality

· Registrar experience preferred but not required
Where to Apply

Please submit letter of interest, and resume to:

Lakes Area Charter School

Attn:  David G. Buker


601 Nokomis St. W

Osakis, MN 56360

320.859.5342 (Fax)

david-lacs@charterinternet.com (email)

http://www.lakesareacharterschool.org/
EEOC
