JOB TITLE: REGISTRAR

Classification: Classified Administrator Retirement Type: PERS*
Salary Range: 13 Board Approved: June 19, 2017

BASIC FUNCTION:

Under the direction of the Dean of Enrollment Services, plan, organize and coordinate the
activities of admissions, registration, records, and evaluations for the college; supervise the
process for transcript issuances, enrollment certifications, residency determination; coordinate
registration and student records procedures and processes; supervise office staff and functions;
oversee the evaluation of degree and certificate petitions and processes.

REPRESENTATIVE DUTIES:

Plan, coordinate and supervise the activities of admissions, records, and registration, including
the processes for determining residency, evaluation and issuance of transcripts and enrollment
certifications, and review of student petitions and waivers.

Develop, plan and coordinate the registration procedures for the District, including the preparation
of registration data; prepare and distribute comparison reports reflecting application, records,
and student registration statistics and other related reports as required.

Maintain the on-line application, the on-line registration and student records files; maintain liaison
with Information Technology Services staff regarding new and/or modified reports, programs and
services.

Develop and coordinate the admissions, records, and related sections of college publications
including college catalog, class schedules, and home page.

Oversees and participates in reviewing and processing General Petitions, Course Repetition
Petitions, Renewal Petitions, and Residency Reclassification requests in accordance with District
policies and procedures and State and Federal rules and regulations.

Oversees and participates in reviewing and processing instructor grade changes and
enroliment verifications.

Responds to requests for information and advises students, faculty, staff, visitors, and other
District departments of District admissions and records policies and procedures.

Participate in federal, state and district audits. Develop counter and telephone schedules to ensure
effective coverage and customer service.

Supervise the maintenance, imaging, and storage of student records; oversee the distribution
and collection of attendance and grade rosters.

Interpret and apply State-mandated guidelines; recommend policies and procedures and
guidelines.
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Oversee the evaluation of student records for meeting Associate Degree and Certification program
changes, credit by exam, independent study, changing grades, etc.

Supervise the verification process of various external organizations, courts and legal processes,
and other governmental agencies as required.

Hire, train, supervise and evaluate assigned classified and hourly staff to ensure adequate
coverage during peak periods.

Assist with development and preparation of the department budget.

Maintain communication with faculty, staff and other departments of the college and district in
areas related to department functions.

Perform other related job duties as assigned.

JOB QUALIFICATIONS:

Education and Experience:

Any combination equivalent to a bachelor's degree in a related field and at least three years
progressive, responsible work experience in the area of student related services in an educational
institution, including at least two years of supervisory or oversight experience.

OTHER QUALIFICATIONS:

Knowledge/Areas of Expertise:
General regulations, laws and policies pertaining to California Community College admissions,
registration and student records activities.

Computerized student registration and student record files system.
Policies and legal issues related to admission and attendance of students.
English usage, spelling, grammar and punctuation.

Principles of supervision and training.

Budgetary methods and procedures.

Electronic data processing and records management systems, including but not limited to
imaging systems, degree audits and online processing of forms.

Modern office equipment and procedures; use of personal computers for typical office
applications, such as word processing, spreadsheets and data base management.

Abilities/Skills:
Supervise the admissions, records, registration and evaluation processes for a community
college in an effective manner.

Establish and implement an effective registration appointment calendar and schedule.

Interpret college procedures and procedures related to admissions, records and registration
issues.

Assist students in resolving admissions, records, registration and evaluation problems such as
schedule conflicts, program changes, credit by exam, individualized study and changing needs.

Communicate effectively both orally and in writing.

Oversee and maintain a registration and student record process.

Plan, organize and complete assignments with a minimal amount of detailed instructions.
Recommend and draft policies, regulations, rules, contracts, directives and technical materials.
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Read analyze and apply complex written materials.
Understand and carry out oral and written instructions.
Establish and maintain effective relationships with those contracted in the course of work.

WORKING CONDITIONS:

Typical office setting.

Long periods of standing and sitting.

Frequently moves from one work area to another.
Interact with a variety of individuals.

Hours may vary depending upon assigned shift.

* Previous employment performed in a different public retirement system may allow eligibility to
continue in the same retirement system.
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