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Martin Luther King, Jr. Education Center Academy is a dynamic Kindergarten through Eighth-grade Charter School dedicated to providing high-quality education in a nurturing and inclusive environment. Located in the heart of Detroit, Michigan, our school is committed to fostering academic excellence, character development, and community engagement.
Job Summary:

We seek a detail-oriented and skilled individual to join our administrative team as a Pupil Accountant. This position is crucial in maintaining accurate student enrollment records, attendance, and Michigan state reporting on student-related metrics, including Full-Time Equivalency (FTE) counts. The ideal candidate must be proficient in PowerSchool and possess strong organizational and administrative skills.

Responsibilities:
· Student Enrollment and Records:
· Manage and maintain accurate student enrollment records using PowerSchool.
· Collaborate with parents/guardians to ensure timely and accurate completion of enrollment documentation.
· Attendance Tracking:
· Monitor and record daily student attendance in PowerSchool.
· Work closely with teachers and staff to address attendance-related concerns promptly.
· Michigan State Reporting:
· Compile and submit accurate reports to the Michigan Department of Education for student enrollment, attendance, and FTE counts.
· Stay updated on state reporting requirements and ensure compliance.
· PowerSchool Administration:
· Utilize PowerSchool to generate relevant reports on enrollment, attendance, and other student-related metrics.
· Provide training and support to staff members on PowerSchool usage.
· School Secretary Duties:
· Perform general secretarial tasks, including answering phones, responding to emails, and maintaining a welcoming front office environment.
· Assist with scheduling, managing appointments, and coordinating communication between parents, teachers, and administrators.
Qualifications:
· Bachelor's degree or equivalent experience in education administration or a related field.
· Proficiency in PowerSchool administration is essential.
· Strong organizational skills and attention to detail.
· Excellent communication and interpersonal skills.
· Previous experience in school administration or a related role is preferred.
Martin Luther King, Jr. Education Center Academy is an equal opportunity employer and encourages candidates from diverse backgrounds to apply.
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