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The mission of DYF is to improve the quality of life for children, teens and families affected by 
diabetes. The organization provides recreation and education within a supportive community, 

encouraging personal growth, knowledge and independence. 
 

POSITION DETAILS  

 

Position Title: Registration Coordinator 

Reports to: Katelynn Von Stieff, Director of Finance and Administration 

Functional Area: Administration 

Location: Concord, CA 

Employment Status: Full Time, Non-exempt 

 

POSITION DESCRIPTION  

 
The Registration Coordinator is responsible for all aspects of DYF’s program registration process. This person is 
responsible for the oversight, execution, and follow through of all program enrollments including registration, 
billing, scholarship, peer-to-peer fundraising, processing and paperwork.  They are to ensure all processes are 
completed at the highest level of integrity, care, and attention to detail. The Coordinator performs various support 
functions to all departments and plays an integral role in prioritizing DYF’s mission, values, and strategic plan. 

 

KEY RESPONSIBILITIES  

 
 Communicate with professionalism and courtesy in all electronic, telephone and in-person interactions with 

internal and external customers. 

 Demonstrate DYF’s mission, values, and culture in all interactions. 

 Adopt and nurture relationships between parents, healthcare professionals, school districts, service clubs, 
and social workers. 

 Maintain multiple Customer Relationship Management (CRM) databases. 

 Oversee and maintain registrant hard copy filing system. 

 Register all program participants with accuracy. 

 Generate monthly invoices and process monthly payments. 

 Coordinate scholarship requests and maintain accurate records. 

 Assist with collecting past due accounts. 

 Assist fellow office staff and departments with special projects as needed. 

 General office management duties: reception, vendor correspondence, office supply orders, . 
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 Minimum Associate of Arts degree OR 

 Minimum three years administrative experience or four year college degree. 

 Demonstrated experience in outstanding written and verbal communication. 

 Demonstrated sense of initiative in project based work and/or school equivalent school projects. 

 Thorough understanding of Windows, MS Office, and database programs. 

 Positive attitude, team player, upbeat, supportive.  

 

 Bilingual (English/Spanish highly desirable). 

 Demonstrate knowledge and/or sensitivity toward populations with chronic illnesses.  

 Ability to type 45+ words per minute. 

 Ability to manage differing and multiple tasks simultaneously. 

 Ability to maintain patience and remain calm in a fast-paced, task-oriented, environment. 

 Ability to work with sensitive information and maintain confidentiality. 

 Strong numbers acumen for processing and transcribing numbers and deposit amounts. 

 

 
This job description has been designed to indicate the general nature and level of work performed by employees 

within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, 
responsibilities and qualifications required of employees assigned to the role. 

ESSENTIAL QUALIFICATIONS  

DESIRED QUALIFICATIONS 

COMPENSATION & BENEFIT INFORMATION  

Compensation commensurate with experience. For full time employees, we currently offer health insurance, dental 
insurance, vision plan, FSA plan and a 403(b) employee funded retirement plan. We currently offer ten paid 
holidays per year and ten earned vacation and sick days per year for full time employees. Part time employees earn 
five paid sick days per year and are not currently eligible for vacation benefits. 

WORKING CONDITIONS AND PHYSICAL REQUIREMENTS  

Employees are responsible and accountable for:  
 

 Compliance with workplace policies and procedures for risk identification, risk assessment and risk control.  
 Identification and reporting of health and safety risks, accidents, incidents, injuries and property damage at 

the workplace.  
 Ability to operate computer for extended periods with appropriate breaks.  

 Ability to work in a fast-paced office environment, with high demands.  

 Valid driver’s license and driving records which meet DYF’s insurance carrier requirements.  

 Ability to bend, stoop, and lift up to 25 pounds.  

 Ability to work a flexible schedule as needed including some weekends, and evenings.  


