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DEFINITION: Under the general direction of a higher level manager, the Registrar provides
direct supervision to staff related to registration, maintenance of records, coordinated data
processing services, veterans services, athletic eligibility, degree evaluation, certificates,
transfer and graduation in accordance with state and federal codes and regulations, and District
and College policies and procedures. Additional responsibilities include coordinating
communications, training, supervision and evaluation of the performance of assigned personnel.

EXAMPLES OF DUTIES/ESSENTIAL FUNCTIONS: Duties/essential functions may include, but
not be limited to, the following:

e Directs the day-to-day operations of the Registration and Records Office to assure compliance with
state and federal policies and procedures. Ensures consistent application of policies and procedures.

e Serves as a technical resource for the department staff and a technical backup for the supervising
manager. Assists in troubleshooting system problems, assesses computing needs and makes
recommendations for program improvement.

e Assesses coordination of approved curriculum as it interfaces with student registration processes to
ensure that prerequisite controls are properly functioning.

e Ensures that all beginning of term and end of term processes are accurate and completed in a timely
manner, in particular, those that relate to MIS data reporting. Completes data for FTES State report.

e Maintains open communication and coordinates with counseling services, curriculum articulation,
financial accounting, financial aid and other enrollment services departments.

e Resolves and responds to complaints from college personnel, general public and outside agencies.
Serves as a liaison with District auditors to ensure timely provision of requested data.

e Oversees and troubleshoots the degree audit program through software analysis, process mapping,
testing, training, and documentation.

e Manages and supervises the certification process for veterans and athletic eligibility.

e Coordinates the document imaging function.

e Trains and evaluates the performance of assigned personnel in accordance with District policy;
assigns employee duties and reviews work for compliance with established requirements and
procedures.

o Directs and automates the retention/destruction of student records in accordance with District
guidelines and state and federal regulations.

¢ Monitors and assesses department policies and procedures for operational efficiency; participates in
the development and implementation of policies and procedures to enhance the operational efficiency
of student registration and records activities.

e Supervises and participates in the input of enroliment data into an assigned computer system;
establishes and maintains automated records and files; assures accuracy and completeness of input
and output data and related transactions; initiates queries and generates computerized reports.

o Oversees the preparation of instructor packets, drop rosters, rosters and grades as directed.

¢ Participates in the development and implementation of department plans, goals, objectives, projects,
calendars and employee schedules.

e Participates in the development and coordination of the student services sections of the college
catalog, schedule of classes and website.

e Coordinates and oversees all testing of the student database and all associated programs within the
department.
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e Assists in the development and preparation of the annual budget for the department; controls and
authorizes expenditures in accordance with established limitations.

e Attends and conducts various meetings as needed or assigned. Participates on various committees
as required.

o Develops, implements and conducts staff training sessions as needed or directed.

¢ Communicates with appropriate administrators concerning registration, graduation deadlines, state
audit regulations, statistics, and changes in state regulations. Represents department in meetings,
decision-making and crisis resolution as necessatry.

e Performs other related duties.

MINIMUM QUALIFICATIONS:

Knowledge Of: Policies, procedures, functions and organization of a college, specifically student
registration and records; state and federal laws, codes and regulations related to registration,
matriculation and records maintenance; graduation and transfer requirements; modern automated
record-keeping systems; computer software applications including spreadsheet, database, and word
processing programs; oral and written communication skills; correct English usage, grammar, spelling,
punctuation and vocabulary; community college organization, operations, policies and objectives;
interpersonal skills using tact, patience and courtesy; policies and objectives of assigned programs and
activities; budget preparation and control.

Ability To: Coordinate, control, and direct the activities and functions of the Registration and Records
Services; implement policies, procedures and guidelines related to assigned functions to ensure a
service oriented operation; assure compliance with State, Federal and College regulations, requirements,
policies and mandates; train, supervise and evaluate personnel; establish and maintain cooperative and
effective working relationships with others; maintain records and prepare reports; read, interpret, apply
and explain rules, regulations, policies, and procedures; resolve complex or escalated issues with
respect to students and registration activities; maintain current knowledge of program rules, regulations,
requirements and restrictions; analyze situations accurately and adopt an effective course of action; work
effectively and demonstrate currency of knowledge with computers and other forms of advanced
technology utilized in providing high quality services; demonstrate clear evidence of sensitivity to and
understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of
community college students.

Education/Training: Bachelor’'s degree from an accredited college or university or equivalent.

Experience: Three years increasingly responsible experience in college admissions, registration and
records, including at least one year providing technical or functional supervision to staff or any equivalent
combination of training and experience in another student services area.

Actions: Newly created classification adopted by the Governing Board on 06/27/12.




