
JOB DESCRIPTION

POSITION TITLE

Coordinator, Special Programs and Student Services



REPORTS TO:

Registrar, Assistant V.P. for Academic Affairs

PRIMARY FUNCTION: 
This position is responsible for the coordination of tasks and requirements for Special Programs and Student Services under the direction of the Registrar.

AREAS OF RESPONSIBILITY:


1. Provide efficient, high quality service to fill requests (regular and rush) for academic records of current students, alumni and parents.  Provide official transcript for outside scholarship agencies.  Process unofficial transcripts for parents at end of academic term.  Handle payments, deposit revenue, and track processed requests.  Ensure accurate credit card processing.  Balance and submit daily credit card usage.  Deposit cash and check payments to Business Office.  Phone and e-mail communication with parents and alumni on a daily basis. Provide additional transcript service by utilizing the National Student Clearinghouse.
2. Supervise office student workers, including hiring, training, and schedule coordination for all student workers within the office.  Includes assigning and directing student work projects, evaluate work, and correct any problems that may arise; terminate workers if needed for work violations.  Co-supervise student workers at registration.  Provide recommendations for student workers upon request.

3. Administer the college's Summer School academic program.  Work with departments, faculty, students, and staff in organizing, compiling information, market and promote summer courses in catalog and web format, guide registration process, and issue salary payments to summer faculty.  Correspond with guest students regarding application process and acceptance to summer school.  Maintain active membership in NCCSS – North Central Conference on Summer Schools and NAASS – North American Association of Summer Sessions (regional and national organizations).  

4. Coordinate the St. Olaf College High School Honors Program by working with area high school guidance counselors to screen potential applicants; read and review applications; assist in selection of participants; organize and coordinate orientation and registration process.  Perform advisory role in course selection and registration.  Notify appropriate high school officials by means of official transcripts of final grades for participants.

5. Oversee Interim Exchange program.  Maintain exchange agreements with other colleges and monitor incoming and outgoing applications.

6. Distribute office mail. Log-in incoming transcripts.

7. Process registrations for Independent Study/Research and Summer School Internships.  Track registrations and finalize paperwork.  Process changes of majors.  Enter successful Audit registrations.

8.
Coordinate registration food set-up for fall registration.  Assist with set-up of student computer terminals and signs, and student training.

9. Apply knowledge of FERPA guidelines to ensure privacy of academic records.  Monitor college’s legal and regulatory compliance, correct infractions if needed.

10. Conduct senior audits during fall semester by reviewing graduation requirements with senior students.

11. Run transcripts for graduation and other related duties regarding graduation.

12. Provide back up for grade entry, Veterans Administration (VA), and other office duties as assigned.

SUPERVISORY RESPONSIBILITIES: 
Supervise 4-6 office student workers and co-supervise registration student workers.

CONTACTS:
Work with faculty, department chairs and Dean of the College to coordinate and administer summer academic program; payroll manager to issue summer faculty salary; Student Accounts to coordinate summer student tuition payments, Financial Aid; Education Department with teacher licensure.  General public, alumni, current students to service needs for academic records.

EDUCATION: 
Essential:
Bachelors Degree 


Desirable:
Bachelors Degree

EXPERIENCE:
Essential:
Minimum 1 year in college setting.  Excellent communication skills required.   Familiarity with college curriculum.


Desirable:
Minimum 3-5 years in college setting.


KNOWLEDGE, SKILLS, ABILITIES:

Familiarity with AS400 computer system, SIS, Word, Excel, Access.  Ability to learn new programs.  Detail oriented, able to multitask and work under pressure.  Capable of analyzing and making decisions quickly, accurately and with confidence.  Excellent interpersonal communication skills.  

PHYSICAL DEMANDS:
Work under pressure.  Able to troubleshoot and stay composed.  Some lifting required.

WORKING ENVIRONMENT:
Able to work in close environment without much privacy.  

WORK SCHEDULE:
FTE: full-time


Term:
12 month


Shift: 8-5, Monday through Friday

APPROVAL:                                                 Paula Stowe 

DATE:




May 19, 2011
