
POSITION TITLE:

Associate Registrar for Student Services



REPORTS TO:

Registrar, Assistant V.P. for Academic Affairs

PRIMARY FUNCTION: 
Review, evaluate, and approve all potential transfer credit for current, transfer, and new first year students, both domestic and international, working closely with St. Olaf Office of Admissions, the Office of International and Off-Campus Studies, and the Registrar; coordinate evaluation of Advanced Placement (AP), International Baccalaureate (IB) and Post-Secondary Educational Option (PSEO) work; track and advise continuing education students’ and special students’ (non-degree seeking students’) registration; process course repeats; lead Registrar’s Office team overseeing the yearlong graduation certification processes; sit on and coordinate the administrative responsibilities of the Academic Standing Committee, sit on the Readmission Committee, serve as Registrar’s representative to the Curriculum Subcommittee on Continuing Programs (CPC) and the Institutional Research Board (IRB); serve as Registrar’s Office liaison to the Office of Admissions; assign class years for students; update information on international students in compliance with SEVIS; support general work of the office under deadlines and during times of overload; perform other related duties as assigned.

AREAS OF RESPONSIBILITY:

1. Review, evaluate and approve all potential transfer credit for current, transfer, and new first year students, both domestic and international, working closely with the St. Olaf Office of Admissions, the Office of International and Off-Campus Studies, and the Registrar; coordinate evaluation of Advanced Placement (AP), International Baccalaureate (IB) and Post-Secondary Educational Option (PSEO) work.  Responsible for all data entry in the SIS for new approved transfer courses.
2. Direct the yearlong graduation certification process, including conducting the majority of the individual senior audits; identifying and certifying early graduates; coordinating the preliminary and final major, emphases, and/or concentration certification and seniors to be awarded distinction with department chairs and program directors.  Determine final graduation honors; identify and notify seniors who will be “participators” with their class. 

3. Track and advise continuing education students’ and special students’ (non-degree seeking students’) registration and students seeking to repeat a course.

4. Sit on and coordinate the administrative responsibilities of the Academic Standing Committee, which determines probation and dismissal status of current students; coordinate the notification of students of their assigned academic standing determined by the committee.  Prepare and disseminate final committee report to key St. Olaf community members.

5. Sit on the Readmission Committee and serve as Registrar’s representative to the Curriculum Subcommittee on Continuing Programs (CPC) and the Institutional Research Board (IRB).  Serve as Registrar’s Office liaison to the Office of Admissions.

6. Provide customer service to students, faculty/staff, parents, alums and the general public with regard to potential transfer credit, explanation of curriculum, verification of enrollment, general academic advising, etc., in person, by telephone, fax, and e-mail.

7. Update information on international students in compliance with SEVIS.

8. Assist the Registrar and other Registrar team members in meeting a variety of deadlines and special projects, (e.g. Registration; Spring Open House; Assembling Advisor Packets).

9. Serve as back up for High School Honors Program and as back up for registration of new students and new transfer students.

10. Monitor and review guidelines for FERPA (Family Educational Rights and Privacy Act.  Provide support to faculty, staff, and students who have questions about this federal law.


SUPERVISORY RESPONSIBILITIES: 
Supervise one Administrative Assistant in performance of data entry for Associate Registrar functions.

CONTACTS:
Work closely with administrative personnel, deans, department chairs and program directors on clarification and implementation of college policies. Respond to students, parents, alumni, and other members of the public on questions detailing college curriculum, transfer and graduation completion policies and procedures.

EDUCATION: 
Essential:
Bachelor’s Degree 


Desirable:
Master’s Degree 

EXPERIENCE:
Essential:
3-5 years experience in higher education, preferably in a registrar’s office, academic advising, or admissions, evaluating transfer credit.


Desirable:
Familiarity with strong liberal arts and international studies education programs.


KNOWLEDGE, SKILLS, ABILITIES:
Detailed knowledge of liberal arts curriculum, Advanced Placement, International Baccalaureate, and Post Secondary Education Programs.  Proficient in various computer applications, including the AS 400 and Microsoft Office.  Excellent organizational, communication, and leadership skills.  Ability to multi-task and work well under pressure.

PHYSICAL DEMANDS:
A lot of computer work and contact with students, faculty, staff.

WORKING ENVIRONMENT:
Comfortable working in crowded space with little privacy; also work in large group sessions during registration periods.

WORK SCHEDULE:
FTE: .75 to 1.00 (Currently at .75)


Term: 10 to 12 months (August 15 to June 15)



Shift: 
Normal business hours



Occasional evening hours required

APPROVAL:                                                 Katherine Baker

DATE:




April 20, 2011
