MANAGER OF STUDENT RECORDS
Agnes Irwin School

The Agnes Irwin School, a pre-K to 12 private girls’ school located outside Philadelphia in Rosemont, PA, seeks detailed oriented candidates for the position of Manager of Student Records.  The primary responsibilities of this role are to perform specialized clerical tasks related to the maintenance of online and print student records (transcripts, progress reports, attendance, etc.), coordinating clerical activities in direct support of all aspects of Middle School and Upper School operations, and assisting the college counselor with college application preparation and delivery.  Successful candidates must have strong multi-tasking skills as well as strong interpersonal, communication, and organizational skills.  Intermediate level experience using Microsoft Office Word, Excel, PowerPoint, and Adobe Acrobat is required.  Experience managing student records and/or working in the education sector preferred.

Please email resume and cover letter by December 10, 2009 to: ApplyAIS@agnesirwin.org
EOE

