JOB DESCRIPTION


POSITION TITLE

Administrative Assistant II, Registrar’s Office

REPORTS TO:

Registrar and Assistant Vice President for Academic Affairs

PRIMARY FUNCTION: 
This position serves as primary contact with the public at the Registrar’s window and on the telephone and supports the Registrar and Registrar’s Office through a variety of essential clerical duties. 

AREAS OF RESPONSIBILITY:


1. Serve as primary Registrar’s Office contact with the college community and the public at the Registrar’s Office window (open 8:00-4:30 M- F) and on the telephone (daily).

2. Process verification/enrollment certifications for scholarships and insurance renewals, and monitor St. Olaf’s participation in the National Student Clearinghouse (daily) and send enrollment and degree reports to the National Student Clearinghouse (monthly).  Monitor academic records and enrollment for athletic eligibility (once per athletic season: fall, winter, spring).  Process changes in projected enrollments (ongoing, as needed). Process continuing education (Continuing Education Units, CEU) letters at the request of the Center for Lifelong Learning (CLL) (infrequent but ongoing). Enter previous and current years’ honors into the SIS.

3. Provide clerical support for the class and lab schedule: distribute class and lab schedule, course enrollment management materials, other materials for distribution to faculty; prepare classroom assignments (ongoing, especially February-March and September-October). Organize and prepare senior audit packets for distribution to Seniors’ PO Boxes. (annually, October-November). 

4. Maintain budget receipts (ongoing, as needed).  Serve as reconciler for Registrar’s Office credit cards by collecting billing statements and reviewing according to Business Office guidelines, submitting necessary coding changes to Business Office (monthly).  Keep track of and order office supplies (ongoing, as needed).  Maintain office documents and forms needed by students and faculty (ongoing, as needed).

5. Provide primary back-up services within the Registrar’s Office as needed for such duties as transcripts, data entry, mail distribution, continuing education and other tasks (during staff absences, vacations, heavy work times).  Provide routine clerical support to the Registrar (ongoing, as needed).

6. Assist with document imaging.
7.  Jointly responsible for updating and maintaining the Registrar’s Office procedures manual (ongoing).

SUPERVISORY RESPONSIBILITIES: 
None

CONTACTS:
Students, parents, alumni, general public, faculty, and administrative and staff personnel.

EDUCATION: 
Essential:
2-year Associate Degree


Desirable:
Bachelor’s Degree

EXPERIENCE:
Essential:
Customer service experience, preferably in an academic setting.  Good proficiency in Microsoft Word, basic proficiency in Microsoft Excel.  Prior work experience handling confidential information and data.  Basic understanding of a database.


Desirable:
Experience working in a college or university setting. 

KNOWLEDGE, SKILLS, ABILITIES:

· Strong commitment to excellent customer service

· Excellent interpersonal and oral communication skills

· Good proficiency with Word, basic proficiency with Excel

· Accuracy and attention to detail

· Knowledge of and commitment to upholding federal confidentiality guidelines regarding student privacy

· Ability to maintain confidentiality of academic information

· Strong commitment and ability to work collaboratively with a team

· Strong ability to work with interruptions and to multitask; capacity to thrive in a work environment filled with interruptions

· Ability to both work independently and seek assistance when needed

PHYSICAL DEMANDS:
None

WORKING ENVIRONMENT:
Normal office environment with open cubicles
WORK SCHEDULE:


FTE:
.94

Term:
Full year


Shift: 
Campus business hours

APPROVAL:                                                
Stephanie Johnson
DATE:




May 5, 2011
