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Peñasquitos Christian Preschool is an NAEYC Accredited program located in North County San Diego and is seeking qualified candidates for Admission & Development Coordinator to begin prior to the 2016-2017 school year starting in August. The Admission & Development Coordinator will pass on any necessary information pertaining to the operation of the preschool to teachers in their curriculum groups and the management/administration of the preschool administration. The Admission & Development Coordinator reports any necessary information pertaining to the students in his or her class to the teacher. The Admission & Development Coordinator reports any issues with the general preschool to the Director or appropriate personnel/team member.

RESPONSIBILITIES AND DUTIES
Admissions & Enrollment Management

· Meet enrollment goals for assigned target recruitment area  
· Travel on behalf of the Preschool for recruitment and other early childhood related events, fairs or special events 

· Speak to individuals, families or groups on and off campus sometimes representing the preschool 

· Develop and maintain close working relationships with key primary school constituents, sometimes as a representative of the Preschool 

· Assist in the development and maintenance of the admissions office’s recruitment and marketing plan with the office manager and Preschool Director for the purpose of promoting the Preschool's visibility and general recruitment efforts.  

· Assist in the development, maintenance and execution of the Preschool's communication plan to prospective and admitted students.  

· Evaluate and execute admission decisions on applicant files  

· With the office manager, assist in the supervision and management of the support staff of the office  

· Develop and monitor statistical reports to enhance recruitment strategies, yield management, forecasting, and operational efficiency  

Accounts Payable & Account Receivable

· Assists church bookkeeper for the purpose of responding to questions regarding accounts payable procedures and data 
· Informs other staff and/or outside parties regarding procedural requirements for the purpose of processing transactions
· Receives classifies and receipts money for the purpose of recording financial transactions in the proper records
· Compiles financial information related to work assignments (e.g. tuition, lunch bunch, fundraisers, etc.) for the purpose of providing required documentation and/or processing information
· Deposits tuitions and fundraising funds for the purpose of receiving and documenting money in compliance with District and State rules, guidelines and statutes
· Maintains financial information, files and records (e.g. copies of paid invoices, checks, documentation, reimbursements, reports, vendor files, receipts, etc.) for the purpose of ensuring the availability of documentation and compliance with established policies and regulatory guidelines Monitors account balances and related financial activity for the purpose of ensuring that allocations are accurate and complying with established financial practices
· Participates in meetings,  in-service training, workshops, etc. for the purpose of conveying and/or gathering information required to perform job functions
· Performs pre-audits of all invoices for the purpose of ensuring accuracy and appropriateness prior to payment in compliance with Governing policy, state rules, guidelines and statutes 

· Processes financial information for the purpose of updating and distributing information, authorizing for action and/or complying with established accounting practices
· Processes making payments from all funds and issuance of check documents for the purpose of making payments and the functions relating to the issuance of check documents 

· Reconciles financial data for the purpose of maintaining accurate account balances and ensuring compliance with established accounting practices
· Researches discrepancies of financial information and/or documentation for the purpose of ensuring the accuracy and adhering to established procedures prior to processing
· Other duties as assigned
School Support 
· With the office manager, assist in the supervision and management of the support staff of the office   
· Participates in meetings, in-service training, workshops, etc. for the purpose of conveying and/or gathering

                information required performing job functions.
· Calendar Tours & Special Events in Outlook 
· Copy and/or Print any necessary publications for staff or to distribute to families

· Implements project/special events from concepts, design, implementation and reflection that support the mission of the 
school 
QUALIFICATIONS

· Experience and proficiency with Microsoft Office Suite (Word, PowerPoint, Publisher, and Excel)

· Experience using data base programs

· Proficient with email and Internet
· Experience with handling money and record keeping for the collection of tuition and fees

· Demonstrated ability to create and edit copy for publication

· Focused attention to detail

· Excellent organizational and communication skills

· Experience and proficiency with standard office machines (multi-line telephones, copy machines, FAX, and printers)

· Ability to be flexible and easily interrupted

· Able to work in a fast paced environment

· Demonstrated ability to operate as a team player

· Self-starter and quick learner

· Polite, professional, and friendly demeanor

CHARACTER QUALITIES

· A Christian of good character and reputation, being a strong Christian witness to others, and who attends worship regularly

· A person who can maintain a good working relationship with others; one who is “team oriented”

· A person who enthusiastically endorses the core values and mission of Peñasquitos Christian Preschool

· A person who is committed to serve children as special creations of God

· A person who is trustworthy of confidences
SALARY RANGE
$14-$16 per hour, Salary is determined on experience and education.
Written Application Questions:
1. Describe your own Christian journey of faith and experiences you have had in Christian work?
2. Describe a good teacher and a quality program.
TO APPLY Please send resume, cover letter, salary history and 3 professional references as well as written application questions. Email: apetsche@plc-church.org         NO PHONE CALLS PLEASE
Admission & Development Coordinator (1 Year Experience)

















