Lake Orion Community Schools 315 N. Lapeer St., Lake Orion, Ml 48362 Phone: (248) 693-5400
www.LakeOrion.k12.mi.us

- JOB POSTING -

Pupil Accounting Specialist Job ID: 18nu10/28269

Purpose:

Under the direct supervision of the Assistant Superintendent of Teaching and Learning and the Assistant
Superintendent of Human Resources, administers the school district’s Central Enroliment office consisting
of all aspects of student enrollment including audits, and required reporting at local, state, and national
levels.

Type: Full Time

Date Posted: January 16, 2018

Location: Community Education Resource Center (CERC)
Date Available: February 15, 2018

Salary: Salary — Step 6 (salary range $49,780-$60,564)

Qualifications:

e Associates Degree or higher preferred

e Experience with PowerSchool student management software preferred

¢ Demonstrated knowledge of pupil accounting rules and regulations

¢ Knowledge of Michigan’s “Schools of Choice” program preferred

¢ Knowledge of the McKinney-Vento Act preferred

¢ Knowledge of Foster Care Student requirements under the “Every Student Succeeds Act
preferred

¢ Demonstrated accounting skills

e Superior organizational skills

e Must have the ability to work without direct supervision

e Demonstrated ability to be a self-directed employee

e Demonstrated ability to maintain records

e Must have the ability to multi-task and prioritize responsibilities

o Demonstrated proficiency in use of standard office equipment.

o Demonstrated proficiency using standard spreadsheets and other related software

o Ability to learn new software or software updates as student management software systems and
other related software programs change and or evolve

e Demonstrated ability to organize work, prioritize, meet and manage deadlines

o Demonstrated experience or ability to train others

”



¢ Ability to establish and maintain effective working relationships with others

¢ Ability to communicate clearly and concisely in both oral and written forms

o Ability to perform duties with awareness and in accordance with the districts policies and
applicable laws

e Ability to maintain confidentiality

e Must be able to perform job duties

e Regular and consistent attendance is expected

e Ability to maintain composure and work effectively during high pressure/stressful situations

e Must be a positive representative for Lake Orion Community Schools

e Requires lifting

Job Duties (Including but not limited to):

e Qversight of the District’s Pupil Accounting Department (including all submissions, audits, reports,
and others)

e Conducts all student enrollment responsibilities (including new enrollments, drops, data entry,
immunizations, UIC numbers, transportation, food service, and others as needed)

e Reviews residency issues (including investigations as necessary)

e Maintain and process in district transfer requests

e Processing of Tuition Enrollment students

e Conduct and produce weekly student enrollment data and reports

e Oversight of the “Schools of Choice” program (including the creation, distribution and collection of
applications, communication both written and oral with SOC applicants, and working directly with
Central Administration when an SOC lottery is required)

e McKinney-Vento liaison (Homeless)

e Foster Student liaison (Every Student Succeeds Act)

e Michigan Care Improvement Registry (MCIR) Site Administrator (Coordinate Immunization
Exclusion Dates/notices etc.)

e Info Snap Coordinator

e Attendance at local, regional and state wide meetings and conferences as required

e Recommends policies, procedures and/or actions for the purpose of providing direction for
meeting the district’s student management system’s needs

e Compose a variety of materials (e.g. reports, memos, letters, procedures, manuals, etc.) for the
purpose of documenting activities, providing written reference and/or conveying information
regarding all aspects of the position

e Performs other related duties, as assigned for the purpose of ensuring the efficient and effective
functioning of the district’s student management system

e All other duties as assigned by immediate supervisor

Application Process:
Interested and qualified candidates must complete an online application.

Please note: mailed, faxed or emailed letters of interest and resumes will not be accepted.

Lake Orion Community Schools does not discriminate on the basis of sex, color, national origin, religion, age, height, weight, marital status or otherwise
qualified handicapped individuals with respect to District educational programs, activities and employment practices.



