
JOB DESCRIPTION

POSITION TITLE:  College Registrar, Assistant Vice-President for Academic Affairs
REPORTS TO:

Provost and Dean of the College

PRIMARY FUNCTION:  
The College Registrar is responsible for overseeing the academic standards, policies, and regulations of the College.    The Registrar supervises the employees of the Registrar’s Office, plus the Coordinator of the Academic Advising Center.  It is the duty of the Registrar to supervise and coordinate their efforts and to participate in decision-making and continual improvement of procedures.   


AREAS OF RESPONSIBILITY:

1. Oversee the curriculum and academic standards and policies of the College, ensuring that: faculty legislation on curriculum and academic policies and regulations are implemented fairly and in a timely and consistent manner; graduation requirements are interpreted and warranted exceptions are made carefully; and academic regulations are administered intelligently.  

2. Oversee the completion, implementation, maintenance, and upgrading of the Student Information System.

3. Oversee the completion, editing and publishing of the St. Olaf Academic Catalog and other documents (such as forms) containing academic policies.

4. Work with the Curriculum Committee and other constituencies (Cabinet, Dean’s Council, other) to create the college academic calendar.

5. Supervise the registration process, including compiling, editing, and publishing the class and lab schedules; implementing policies on class size and distribution of courses throughout the class day; serving as the final arbiter for assignment of teaching spaces to support educational quality and maximize the use of facilities; and ensuring that students are appropriately registered for courses.

6. Coordinate planning for summer school, interim, and continuing education programs carrying St. Olaf credit;

7. Award transfer credit for courses earned at other institutions.

8. Oversee the graduation process throughout the year; certify all graduates of the College.

9. Provide leadership for the Registrar’s Office, guiding the hiring, evaluation, and development of a staff empowered to provide: a technologically sophisticated record system; a student-friendly environment; accurate information on curriculum, student records, academic advising; an annual working calendar for all deadlines related to curriculum and educational policies; and a team-oriented approach to professional services for supporting the academic standards and regulations of the College.

10. Supervise the director of Academic Advising. 

11. Monitor the budgets of the Registrar’s Office and the Academic Advising Center.

12. Oversee the work of the Academic Standing Committee; with the Dean of Students and Dean of the College receive appeals to the Academic Review Committee; consult with the Dean of Students on academic progress and student status.

13. Serve as a member of Dean’s Council and the Curriculum Committee; serve as the liaison of the office of the Dean of the College to the offices of the Dean of Students and Admissions.  Serve on other relevant committees and task forces as needed and assigned.

14.  Participate in the orientation of new faculty members.

15.  Coordinate the education of all faculty and staff in FERPA regulations.

16. Serve as College Marshal at the Welcome Ceremony, Opening Convocation, Honors Day, Commencement, and as needed.

17. Other duties as assigned by the Provost and Dean of the College.


SUPERVISORY RESPONSIBILITIES: 
Supervises employees of the Registrar’s Office and Academic Advising Center)

CONTACTS:
Students, faculty, department chairs, program directors, associate deans, Dean’s Council, administrative offices, parents, the general public

EDUCATION: 
Essential:
Ph.D. in an academic field 

EXPERIENCE:
Essential:
Must be a tenured member of the St. Olaf faculty; must have served as a department chair, program director, or chair of a major faculty committee; must have broad committee experience, especially in curricular areas, as evidenced, preferably, by service on the Curriculum Committee; 

KNOWLEDGE, SKILLS, ABILITIES:
A strong history of commitment to students and intentional academic advising; a strong record of interest in and knowledge of curriculum and educational policies; ability to work collegially with staff in a supervisory role; interest in completing the work begun on a new student records and registration system and overseeing its implementation, maintenance, and upgrading; willingness to provide specific feedback to committees, departments, programs, and offices about academic standards.  Excellent organizational skills, excellent interpersonal skills; commitment to confidentiality and the highest ethical standards of the profession.

PHYSICAL DEMANDS:
Normal for any office environment

WORKING ENVIRONMENT:
Private but open office opening onto a suite of work stations

WORK SCHEDULE:
FTE:  1.00


Shift:  normal business day

(Term of service is three [3] years, renewable at the discretion of the Provost and Dean of the College. The College Registrar is released from teaching for six courses and receives a stipend for summer work.)

APPROVAL:                                                 James May, Provost and Dean of the College

DATE:
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