
JOB DESCRIPTION

POSITION TITLE:
Assistant Registrar for Reports and Curriculum 

REPORTS TO:


Registrar’s Office

PRIMARY FUNCTION: 
Gather, maintain, interpret, and report statistics as needed for internal, state and federal reports; work with Associate Registrar for Data Services in developing reports for new Student Information System; supervise course proposal process and development of Class and Lab schedules. 

AREAS OF RESPONSIBILITY:

1. Working closely with Institutional Research and Planning and Academic Research and Planning, gather, maintain, and report yearly, monthly, and statistics as needed for internal, state, and federal reports, working to ensure data integrity.  In collaboration with Associate Registrar for Data Services, create reports for use with the Student Information System, again working to ensure data integrity.

2. Serve as Registrar’s Office liaison for course proposals to departments and Curriculum Committee and its subcommittees; serve as the Registrar’s Office representative to the New Proposals Subcommittee of the Curriculum Committee.  Supervise the course approval process through to the curriculum, in consultation with associate deans, department chairs, program chairs, and the Registrar.  Maintain in-house electronic catalog.  

3. Supervise preparation of Class and Lab schedules for registration by overseeing data entry by Administrative Assistant I and Administrative Assistant II and photocopying and dissemination of documents by Administrative Assistant II.  Monitor distribution of courses across teaching hours to ensure that departments and programs are in compliance with course scheduling guidelines established by the Curriculum Committee; develop and recommend additional guidelines for equitable assignment of classrooms; manage enrollment limits submitted by faculty; compile data and statistics on course offerings for Registrar’s use.  Supervise Administrative Assistant II in classroom scheduling; negotiate complex classroom assignment issues with faculty, assigning rooms to make optimal use of space and available technology. 

4. Work toward full implementation of Resource25 (room scheduling program) in collaboration with computing staff and product technical support to improve performance of software; train and assist new Resource25 users on campus.

5. Prepare registration schedule for incoming students in the fall; prepare final exam schedules.

6. Support the work of the Registrar and office staff by working on projects as needed.

SUPERVISORY RESPONSIBILITIES:
Some supervision of Administrative Assistants I and II concerning preparation of class and lab schedule and Administrative Assistant II concerning classroom scheduling (item 3 above)

CONTACTS:
Faculty, staff, students, parents, general public

EDUCATION: 
Essential:
B.A. degree 


Desirable:
B.A. degree, plus some post-graduate

EXPERIENCE:
Essential:
2-3 years of experience in a college environment 


Desirable:
5 years of experience in a college environment


KNOWLEDGE, SKILLS, ABILITIES:

Extensive knowledge of St. Olaf College curriculum, catalog, and course scheduling policies and procedures; ability to communicate/negotiate with department chairs, program directors, and faculty; maintain accuracy in reporting; ability to supervise projects through to completion; proficiency with AS/400 computer and SIS, Excel, Access, Crystal Reports, and Resource25 programs.

PHYSICAL DEMANDS:
None

WORKING ENVIRONMENT:
Normal office environment

WORK SCHEDULE:
FTE: .80-1.00 (currently .97)


Term: Full year

APPROVAL:                                                 Mary Cisar

DATE:




May 17, 2011
