
PLEASE POST

PLEASE POST

PLEASE POST


POSITION OPEN:

Registrar






Shalom Institute


HOURS:


Full Time


SALARY:


$30,000 - $38,000 DOE

STARTING DATE:

October 1st
QUALIFICATION:

Experience and education equivalent to graduation from college or business school plus three to five years professional experience in office, technical and administrative responsibility. Resident Camp experience preferred.  Experience should relate to office operations, supervision, administration and budget; ability to relate well to diverse groups of people and work under pressure.  Professional customer service skills necessary.  Competence and familiarity with modern office equipment, and general computer skills including word processing, Excel, and Access.  Attention to detail and problem solving skills a must.  
RESPONSIBILITIES:
Manage and maintain the Institute’s office, computer and registration systems for all programs; act as liaison between parents and director via telephone, email as well as personal contact; prepare and/or edit correspondence going out of the Institute office; ability to answer questions regarding all aspects of the Shalom Institute; clerical duties as needed; ability to work well with lay people and volunteers.


PLEASE SEND 


RESUME TO:

jobs@shalominstitute.com






Phone calls and emails without resumes will not be considered
