JOB DESCRIPTION TEMPLATE
Registrar
Provided by Excelon Associates, excelonassociates.com. Replace the bracketed placeholders with your institution details and adapt any section to fit your posting.
Position Details
Institution: [Institution Name]
Location: [City, State]
Reports To: [Reports To]
Classification: [Full Time, Exempt]
Salary Range: [Salary Range]
Key Responsibilities
Records & Compliance
1. Manage student files and maintain student data within the Nexus system.
1. Oversee attendance and grades within Nexus.
1. Manage and update student statuses in a timely manner.
1. Manage student Satisfactory Academic Progress (SAP).
1. Conduct degree audits for student graduation.
1. Conduct transcript audits for transferability.
Registration & Scheduling
1. Enroll students into the system and register them for courses.
1. Create, manage, and deactivate terms.
1. Create and publish student schedules.
1. Order books and uniforms one month prior to class start.
Professional Development
1. Complete and maintain an Individual Development Plan or Summary as needed.
1. Attend regularly scheduled in-services and discipline-specific professional development.
1. Complete an annual appraisal with the Campus Director.
Qualifications
Education and experience. Minimum of a high school diploma, with an associate degree preferred, plus at least one year of experience in a related field.
1. Strong organizational skills.
1. Proficiency in Microsoft Word, Excel, and Outlook.
1. Strong interpersonal and oral and written communication skills.
Compensation and Benefits
[Describe salary range, bonus or incentive structure, health and retirement benefits, paid time off, and any relocation assistance.]
How to Apply
[Provide application instructions, a contact email, or a link to your applicant portal.]
Equal Employment Opportunity
[Institution Name] is an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, disability, or protected veteran status.
Template by Excelon Associates. Hiring a Registrar? Our recruiters place leaders nationwide: excelonassociates.com
