Brentwood Christian School

VIP Coordinator Job Description

Leadership Title: Registration/Summer Mail-out Coordinator
Overall Job Description: Responsible for overseeing PTF summer mail-outs to parents as well as student Registration in August.

Essential Duties and Responsibilities – In order to receive the full 20 credit hours, you must complete the following:

1. Purchase paper, labels and envelopes for summer mailing.

2. Coordinate with PTF officers what forms/flyers need to mailed out and create or collect from proper people. Make copies of flyers. Request printed family address labels from Mary Kay Clark.
3. Schedule date and recruit volunteers to help stuff papers in summer mail-out. 

4. Plan and organize what help is needed for registration. 
5. Recruit, schedule and train volunteers to work in different areas of registration.
6. Help tally volunteer forms received at registration.

7. Document work to pass on to future Registration/Summer Mail-out Coordinators.
Qualifications: To perform this job successfully, an individual must be able to perform each essential duty or responsibility satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability recommended.
Talents/Skills/Experience:

· Organization and planning skills
· Written and verbal communication skills
· Detail-oriented nature
· Basic Computer skills such as MS Outlook, Word and Excel
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