
JOB DESCRIPTION

POSITION TITLE:



Administrative Assistant I, Registrar’s Office





REPORTS TO:



Registrar, Assistant V.P. for Academic Affairs

PRIMARY FUNCTION: 
This position provides primary data entry for the Registrar’s Office in all areas of responsibility of the office.  The position also maintains the Registrar’s Office web site and e-mail service alias.  The position includes duties as V.A. certifying official and notary public.

AREAS OF RESPONSIBILITY:


1. Primary data entry for all off-campus transfer credit, including course information and grades for new transfer students, first year students with Post-Secondary Education Option (PSEO), Advanced Placement (AP), and International Baccalaureate (IB) credit, current St. Olaf students participating in approved St. Olaf off-campus programs as well as current students enrolled in approved non-St. Olaf courses during the summer. 

2. Primary data entry for class and lab schedule.

3. Process incompletes, registrations, changes, petitions, drop/adds, overloads, and Carleton inter-registration based on window and e-mail requests and during the summer.

4. Primary data entry for year-long graduation process to include updating major, emphasis, and concentration information on the SIS.  Maintain database with all pertinent information for degree certification.  Enter all transcript header information in order to award St. Olaf degree; process all final graduation paperwork for participators who complete degree after class graduation.  Process early graduates paperwork.

5. Process diplomas for current graduating class and duplicate diplomas for alumni.

6. Maintain the Registrar's web site and St. Olaf Academic Catalog.

7. Scan and link files in ImageNow as part of the imaging project of the office.

8. Assist the campus community and the public via the registrar@stolaf.edu e-mail alias.

9. Serve as back-up student work supervisor for the office.

10. Serve as Veterans Affairs contact and certifying official.

11. Serve as a notary public.

12. Serve as back-up at the Registrar’s Office window and on the telephone.

SUPERVISORY RESPONSIBILITIES: 
Back-up supervisor for office student work and co-supervise registration student workers.

CONTACTS:
Students, parents, alumni, general public, faculty, staff.

EDUCATION: 
Essential:
2-year college degree


Desirable:
2-year college degree in office administration or related field of study.

EXPERIENCE:
Essential:
Data entry, computer experience working with Microsoft Word and Excel, customer service experience.

Desirable:
Experience working in a college setting.

KNOWLEDGE, SKILLS, ABILITIES:

Good public relations and communication skills, accuracy, and attention to detail. Able to maintain strict confidentiality and interact effectively with students and the public. 

Data entry skills.  Web skills.

PHYSICAL DEMANDS:
None

WORKING ENVIRONMENT:
            Normal office environment.

WORK SCHEDULE:
FTE: .97


Term: Full Year



Shift: M-F 8:00-5:00 from September-May



M-Th 7:30-4:30 and F 9:00-12:00 June-Aug.

APPROVAL:                                                 Tonda Grund 

DATE:




May 31, 2011
