
Registrar Job Description
Terms of Employment:

This full-time position combines 75% time in the Registrar’s Office and 25% time in additional teaching duties.  
General Description:

The Registrar is responsible for ensuring the accuracy, security, and integrity of all current and past academic student records.   The Registrar implements, explains, and enforces academic policies approved by the faculty and administration of the College.  The Registrar is responsible for student registration, degree certification, and FERPA compliance.  The Registrar prepares class schedules and the College catalogue.  The job requires strong interpersonal and communication skills.  This officer works closely with and reports to the Vice President for Academic Affairs.  
Duties and Responsibilities include but not limited to:
· Organize and manage all information relating to registration, course scheduling, transcript mailing, grade management and graduation requirements.

· Organize and publish class and final examination schedules.
· Coordinate timely completion of government reports (eg., IPEDS).

· Prepare statistical data, enrollment projections, internal data reports and lists as requested.

· Record and implement changes in academic requirements for graduation as approved by the faculty of the College.

· Audit degree completion.

· Organize commencement.

· Coordinate and prepare the College catalogue for public information.
· Serve on institutional committees as assigned.

· Maintain confidentiality at all times and familiarity with laws governing student confidentiality (FERPA).

· Serve as the principal designated school official (PDSO) for matters concerning international student visas and maintain knowledge of regulations in these areas (eg., SEVIS).

· Supervise, develop, and implement on-line web services (Jenzabar CX/JX) for records/registration, degree audits, final grading and student records including official transcripts.

· Evaluates transfer student transcripts credit and assists departments in evaluating transcripts for credit in the majors.

· Administers academic policies related to degree requirements and to the requirements of major programs of study.

· Evaluates students’ progress toward completion of degree or program of study and certifies completion of degree requirements.

· Serve as compliance officer for implementation of the Higher Education Opportunity Act (HEOA) policies and regulations.

· Counsels students, faculty and staff on academic policies and procedures.
· Supervision of Associate Registrar.

Required Qualifications:

· Bachelor’s degree considered, Master's degree preferred.
· Three to five years of experience in a Registrar's Office or equivalent professional responsibilities.
· Experience with student information systems (Jenzabar CX or JX preferred), Excel and word processing.

· Ability to multitask and meet deadlines, and to cope with ad hoc requests of an urgent nature as they arise.

· Ability to work collegially and collaboratively in the development of policies and procedures.

· Commitment to institutional heritage and values.
· Ability to communicate persuasively in writing and public speaking.

· Ability to interact positively with students, parents, and faculty, especially when dealing with complaints, anger, grief, and other difficult situations.
· Knowledge of regulations related to student records (FERPA), student right to know, and student immigration status (SEVIS).

· Familiarity with practices for evaluating and granting credit for non-traditional educational experiences including credit for military experience, prior learning, and internships.
· Familiarity with accreditation (Higher Learning Commission) especially as it relates to assessment of student learning.

· Familiarity with the unique structure, values, governance, and ethos of higher education.

Physical Demands and Work Environment:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The essential functions of the position require:


Normal visual acuity


Ability to use a keyboard


Ability to go up and down steep stairs and climb a ladder

Work Environment/Environmental Condition:

All the essential job functions are subject to reasonable accommodation.   All job requirements listed indicate the minimum level of knowledge, skills and/or ability deemed necessary to perform the job proficiently.  This job description is not to be construed as an exhaustive statement of duties, responsibilities or requirements.   Individuals may be required to perform other job-related instructions as requested by the supervisor, subject to reasonable accommodation.  This position description is not all-inclusive and may change at the option of the (supervisor or department head).  Any major change will result in the position being reviewed for reclassification.  


