ALGONQUIN AND LAKESHORE CATHOLIC
DISTRICT SCHOOL BOARD

Job Description - DRAFT
Position Title:

Clerical II – Extended Education
Reports To:

Supervisor, Payroll and Benefits

SUMMARY:
The Clerical II, Extended Education is responsible for facilitating the appropriate collection of continuing educational enrolment data and statistics.  This function also includes the maintenance of all continuing education enrolment numbers in insuring that all are collected and presented in accordance with Ministry of Education deadlines and regulations.  The Clerical II also aids in the facilitation of all summer programs, including the budgeting and registration process.  
SPECIFIC DUTIES AND RESPONSIBILITIES:
1. Assists in the formulation of internal policies and procedures in conjunction with the Principal, regarding the appropriate funding sources and data collection methods for all Continuing Education programmes.
· Researches Ministry of Education regulations on appropriate funding sources for programs based on program specifications
· Advises on best ways to maximize funding on continuing education programs under current Ministry of Education regulations
2. Acts as a liaison with Corrections Canada Education Staff with respect to data collection methods and other issues relating to their in class programming.
3. Reviews all continuing education enrolment registers submitted to ensure data accuracy and appropriate presentation in accordance with Ministry of Education regulations.

4. Creates, collects and analyzes all continuing education enrolment reports used during budgeting and program review processes.
5. Maintains all office Administration records of Extended and Continuing Education programs including Loyola night school programs, summer programs and After School Literacy Programs and all other non credit programs offered through Loyola.
· Creates and distributes forms and advertisements used during Continuing Education and Extended Education programs;
· Ensures school set-ups and student, course and staff information is recorded accurately in the Inkwell database system.
6. Acts as a primary technical support for the Inkwell Database system within the Algonquin and Lakeshore Catholic District School Board and Corrections Canada.
· Trains staff on Inkwell use and the creation of maintenance of all electronic annex set ups within Loyola Community Learning Centre. 
7. Performs other duties as assigned.
KNOWLEDGE GAINED BY FORMAL EDUCATION AND PREVIOUS TRAINING:
Formal Education



· High School Diploma plus two years Community College in business and/or one to two years of equivalent work related experience.

Training and Experience

· Between one and two years of Continuing Education environment experience.
Required Skills

· Ability to keyboard - minimum 50 w.p.m.;

· Computer literate, knowledge and experience in the use of word processing and spreadsheet programs in keeping with latest programs supplied by Board;
· Knowledge of in-house computer programs;

· Must be able to deal in a confidential and discreet manner;

· Excellent command of spelling, grammar and punctuation;

· Demonstrated ability to work independently with judgment, tact and discretion;

· Ability to initiate and respond to, in a mature manner, requests for information from a variety of sources;

· Excellent administrative, coordination, organizational and management abilities.

· Must be able to perform under pressure and meet deadlines.

ORGANIZATIONAL RELATIONSHIPS:
Positions Supervised

· Nil

Work Assignments Received From

· Principal
H05
O:\H05 Job Descriptions\Alphabetical\C\Clerk II -Extended Education - Job Description(DRAFT).doc
Farrell








