
JOB DESCRIPTION

POSITION TITLE:
Project Assistant (Temporary), Registrar’s Office

REPORTS TO:




Registrar, Assistant V.P. for Academic Affairs

PRIMARY FUNCTION: 
This temporary position will assist the Registrar’s Office through the transition to electronic document storage.

AREAS OF RESPONSIBILITY:


1. Proof scanned and indexed electronic documents against paper originals, to ensure that the complete electronic document is clearly legible and correctly linked to the correct student.

2. Link scanned documents to student files.

3. Scan paper documents into electronic format prior to indexing (as needed).

4. Work closely with Administrative Assistant I and II to ensure proper imaging and indexing of documents.

SUPERVISORY RESPONSIBILITIES: 
None

CONTACTS:
Registrar’s Office Staff and Student Workers

EDUCATION: 
Essential:
High School Diploma or GED


Desirable:
2-year college degree in office administration or business-related field of study

EXPERIENCE:
Essential:
Computer experience with Microsoft Office programs.

Desirable:
Experience with document imaging projects is a plus.  Experience working in a college setting, preferably in a records/registration office.

KNOWLEDGE, SKILLS, ABILITIES:

Computer experience, particularly experience with document imaging.

Complete attention to detail and accuracy.

Ability to maintain complete confidentiality.

PHYSICAL DEMANDS:
Normal office demands

WORKING ENVIRONMENT:
            

Normal office environment

WORK SCHEDULE:
FTE:  1.0 (8 hours per day)
Term: 12 months from hire date

Shift: normal office day (8:00 a.m.-5:00 p.m.; 7:30 a.m. – 4:30 p.m. in summer)

APPROVAL:                                                 
Mary Cisar

DATE:





October 14, 2011
