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Our innovative and growing company is hiring for an assistant registrar. Please
review the list of responsibilities and qualifications. While this is our ideal list, we
will consider candidates that do not necessarily have all of the qualifications, but
have sufficient experience and talent.

Responsibilities for assistant registrar

o Communicating with customers and potential customers to increase
awareness of academy offerings

e Maintaining and enhancing the Schoolhouse support processes

e Collaborating with Strategic Communications staff to develop outreach and
marketing materials

e Assisting in the management of the course planning calendar and scheduled
offerings for enrollment purposes

¢ Managing shared database of student course enrollment status and
transcripts

e Assisting less experienced staff in developing appropriate responses to
customers

e 20% Responsible for consulting with and advising individuals and groups
(students, faculty, staff, campus visitors, community agencies) on issues which
cannot be resolved by the General Services Section staff

e 10% Responsible for evaluating the registration status of students who do
not register by the last day to add courses

e 10% Supervises General Services Section staff on daily basis

» 5% Assists with various components of commencement each spring and

summer term as needed

Qualifications for assistant registrar



information software

Experience with program coordination related to transcripts, student
academic records and registration records

Preferred Registrar Records background

Be creative, able to alter their style of writing to reflect their audience
Be computer literate and possess good keyboard skills

Be interested in different methods of communication



