
 
 

Position Title: Administrative Assistant (Data Entry) 
 

Reports to: Director 
 

Location: TBD  – This position reports to the learning center five days per week. 
 
Pay: $16.00/Hour to start, Benefits can be purchased through Edustaff 

 
Primary Function: 

 
The primary function of the Administrative Assistant (Data Entry) is to facilitate student 
enrollments and transfers in Student Information System. 

 
At Success VLC, We Inspire Hope. 

 
We don’t just say that, we mean it and we do it every day. Working at Success VLC is truly a 
mission of hope. There are incredible challenges, but the reward will be contributing to 
something that is larger than you. Our values and our mission unify us and allow us to make 
the impact that we do. Together…we provide innovative educational opportunities that 
inspire hope and lifelong achievement. 

 
Essential Duties and Responsibilities: 

1. Transferring data from paper formats and spreadsheets (enrollment forms, 
transfer forms, Excel documents, etc.) into computer files and/or PowerSchool. 

2. Creating and providing regular maintenance on spreadsheets with minimal mistakes. 
3. Verify data by comparing from source materials such as documents 

submitted, cross referencing from system databases such as PowerSchool and 
Edgenuity, and making phone calls/emails as it pertains to correcting data 
entry. 

4. Updating data regularly. 
5. Retrieval of data for necessary use within the other tiers of our program. 

Paraprofessionals must be strong customer service leaders for students, families and 
community members. 

6. Sorting and organizing paperwork after entering data. 
7. Staying up to date on the most current acceptable practices according to the 

nature of the data being entered, and the corresponding systems being used 
to store and access data. 

8. Answering questions and helping other colleagues with certain data entry processes in a 
professional, timely and patient manner 

9. Perform other duties as required. 
 



 
 
 
 

Qualifications 

1. Experience and training which provide the following abilities, skills and knowledge: 
a. Experience/skills with computer and computer software programs, such as 

Microsoft Office Suite, and student management systems. 
b. Ability to initiate and complete tasks with self-direction in a timely manner. 
c. Excellent English and grammar skills, proofreading skills, oral and written 

communications skills. 
d. Ability to effectively operate various systems and office equipment. 

2. Successful Online/Alternative Education teaching experience preferred. 
3. Demonstrated understanding of the use of technology in both instructional and 

operational settings. 
4. Strong interpersonal and public relations skills including the ability to speak clearly 

and concisely both in oral and written communications. 
5. Must exhibit a pleasant personality and positive attitude toward working with 

administration, staff and community members. Evidence of ability to establish 
working relationships that result in mutual respect. 

6. Such alternatives to the above qualifications as the Board may find appropriate and 
acceptable. 

7. Ability to handle multiple projects in an efficient and effective manner. 
8. Must be proficient in Google Applications. Ie: mail and docs 
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