
 

 

 

 

JOB POSTING 

 

 
 

REGISTRAR 

SUMMARY 

As a member of the administration team, the Registrar manages all details of the student 
registration process.  Works closely with other team members to ensure maximum enrollment 
using highly efficient data entry and information organization skills, while maintaining a high 
level of customer care.  Develops systems to facilitate the process of registering students, as well 
as keeping accurate database records.  This is a full-time, 40-hour/week non-exempt position. 
 

KEY ILLUSTRATIVE DUTIES AND RESPONSIBILITIES 
(The following are representative examples of the principal tasks to be accomplished but are not 
considered to be all-inclusive.) 

• Plans, manages, and executes details and processes associated with annual enrollment to 
ensure maximum student placement. 

• Communicates changes, updates, and progress as needed to entire operating team to 
ensure smooth registration process. 

• Works closely with Executive Director, Assistant Director, and Department Chairs as 
new students are interviewed and recommendations are made for faculty placement. 

• Provides orientation for all new students. 
• Works closely with Ensemble Coordinators as various ensembles are created, assisting 

with follow up calls and registration prior to start dates. 
• Communicates with faculty on a regular basis in regards to registration issues. 
• Ensures systems and checks are in place to generate accurate attendance records, faculty 

and class schedules, and other required record keeping. 
• Provides Business Manager with accurate teaching hour data for payroll.   
• Manages all aspects of the student progress report process. 
• Works with administrative team to ensure integrity of the registration database. 
• Creates data queries on an as-needed basis. 
• Manages prospective student inquiries through direct customer contact to maximize 

placement in a timely manner. 
• Assists with additional projects and responsibilities on an as-needed basis. 
• Serves as relief for front office staff as needed. 

 



 

 

QUALIFICATIONS 

The successful candidate will possess the knowledge, skills, and abilities for this position that are 
typically demonstrated through the completion of a bachelor’s level degree program.  Candidate 
must have at least two years of experience in a fast-paced administrative environment.  This 
position requires excellent interpersonal and listening skills, the ability to work independently, 
and refined judgment in responding to inquiries and requests.  Candidate should have database 
management experience, knowledge of ASAP registration software is a plus. Must possess 
excellent customer service skills, attention to detail, accuracy, thorough knowledge of Microsoft 
Excel and Word, and organizational skills.  Music background is required. 

COMPENSATION AND BENEFITS 

WCMS offers a competitive salary commensurate with experience. Benefits include access to:  
three weeks vacation, partially subsidized health insurance through Fallon Community Health 
Plan, a 403b tax-deferred annuity retirement savings plan through TIAA, long-term disability 
insurance, and 25% tuition discount for employee and immediate family members. 

TO APPLY 

For immediate consideration, submit letter of interest, resume, and three references to the 
attention of Laurie Russell, Executive Director, at info@winchestermusic.org. No phone calls, 
please.  Position will begin on September 25, 2017. 

Only those selected for interviews will be contacted. WCMS is an equal opportunity employer 
and encourages candidates of all backgrounds to apply for this position. 

 


