JOB DESCRIPTION TEMPLATE
University 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]
About the Role
Reporting to the Executive Director for Admission and Registration Services, the University Registrar provides strategic direction, supervision, and mentorship to a busy, multi-faceted service office distributed across multiple campus locations. The University Registrar is responsible for the maintenance and integrity of all student data and academic records and helps ensure adherence to university policies and procedures as well as state and federal regulations including FERPA.
The role manages all staff and functions associated with student academic records, from course scheduling and registration to records security, transfer credit, grades, degree audit, and conferral. It is a senior academic records leadership role within the higher education sector.
Key Responsibilities
Records & Registration
1. Ensure the integrity of the university transcript and student academic records including registration activity, enrollment status, and course grades.
1. Develop and issue course schedules and the academic calendar, and manage seamless term starts with a growing student population and new programs.
1. Oversee the validation, posting, and conferral of certificates and degrees, and coordinate the academic appeal of dismissal and exception to academic policy processes.
Policy & Compliance
1. Work with academic leadership to establish, support, and maintain academic programs, including course numbers, titles, credits, and grading schemes.
1. Monitor policies governing the privacy and disclosure of information from student records.
1. Play a central role in developing and implementing academic and administrative policies affecting students and courses.
Leadership & Operations
1. Provide leadership, strategic direction, professional development, and support for the registrar's team.
1. Continually improve the operation and efficiency of the office, collaborating with IT and student service teams on creative solutions and new product rollouts.
1. Establish priorities and goals, and design and track metrics and key performance indicators for service levels experienced by students, faculty, and colleagues.
Qualifications
Education & Experience
1. A master's degree with a minimum of four years of relevant experience as a Registrar, or seven years as an Assistant Registrar, within higher education.
1. Five years of supervisory and leadership experience, with experience in academic policy development and student records.
1. Demonstrated participation in the registrar service community, such as AACRAO.
Technical Skills
1. Experience with student information systems (such as Jenzabar or Banner), curriculum and policy management (such as Curriculog or Acalog), and scheduling systems (such as Ad Astra).
1. Competency with the Microsoft Office suite, and experience supervising staff in a multi-campus structure preferred.
1. Experience with CRM and project management software preferred, and fluency in an additional language a plus.
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.
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