
JOB DESCRIPTION

POSITION TITLE:

Associate Registrar, Data Services


REPORTS TO:

Registrar and Assistant V.P. for Academic Affairs

PRIMARY FUNCTION: 
The Associate Registrar for Data Services is responsible for analysis of current and past student data and the day-to-day Student Information System (S.I.S.) support for the Registrar’s Office.  This support includes various campus departments, offices, faculty, staff, and students who use the S.I.S.  Provide leadership in the Registrar’s Office on all issues regarding data management and future implementation plans.  Manage and oversee documentation of the S.I.S. windows and web applications through a Registrar’s Office procedure manual.   In addition, the Associate Registrar for Data Services is also the liaison to the Information and Instructional Technologies office.

AREAS OF RESPONSIBILITY:


1. Support the Registrar’s Office Student Information System (S.I.S.) by serving as an information resource within and outside the Registrar’s Office and Academic Advising.  Help to develop and implement appropriate strategies for the long-term management of the S.I.S.  Ensure accuracy and data integrity of the S.I.S.  Responsible for overall management of the S.I.S. application including office and web user application access, support and security settings when applicable.

2. Completes administrative tasks within the S.I.S. to open and close web grading and web registration.  Maintain degree requirements for B.A. and B.M. and general education requirements for each curriculum year.  Consolidate duplicate student information as needed.

3. Work independently and with the Assistant Registrar for Reports and Curriculum to create and run reports for internal and external use.

4. Supervise the implementation and timely maintenance of the Registrar’s Office procedures manual.  Coordinate the imaging process for the Registrar’s Office.   

5. Serve as the S.I.S. liaison to the Business Office, Financial Aid, Advancement, Institutional Research, International Studies, Music, Communications, Academic Support, IIT and other offices for questions and reporting.  

6. Serve as main contact for receiving Electronic Score Reporting for Advanced Placement and International Baccalaureate.  Coordinate entry and dissemination of data for Advanced Placement and International Baccalaureate scores prior to and during each academic year.  

7. Manage exports of data out of the S.I.S.  Work with the Director of Institutional Research to import faculty data into the S.I.S. as needed.  Develop and perform annual audits of processes and procedures used to maintain the security and integrity of the S.I.S.

8. Coordinate organization and awards data to be entered into the S.I.S.  Run duplicate diplomas for students as requested.  Run diplomas for graduates in May of each year.

SUPERVISORY RESPONSIBILITIES: 
None

CONTACTS:
Works closely with campus-wide administrative personnel, deans, dept chairs/program directors on issues regarding design and implementation of  the student information system; current registration policies and procedures, accessing statistical information for numerous reports.

EDUCATION: 
Essential:
Some college and extensive computer application training


Desirable:
Bachelor’s Degree

EXPERIENCE:
Essential:
3 to 5 years of data management experience in higher education to include Microsoft Office, Excel, Access, and Crystal Reports. Ability to multi-task.

. 


Desirable:
Extensive knowledge of AS 400 computer system. 

KNOWLEDGE, SKILLS, ABILITIES:
Excellent trouble shooting and communication skills; the ability to work well under pressure and to interact with all segments of the campus community providing outstanding customer service.

PHYSICAL DEMANDS:
Must be able to sit for extended periods working at a computer.

WORKING ENVIRONMENT:
Comfortable working in a somewhat confined space                    with a lot of noise and activity surrounding.

WORK SCHEDULE:
FTE:  1.00


Shift:  normal business day

APPROVAL:                                                 Mary Cisar

DATE:




June 9, 2010
