Position Description

Job Title: Assistant Registrar

Department: Center for Institutional, | Date: January, 2025
Faculty, and Student Success

FLSA: Non-Exempt Work Location: Carolina Campus
Employee Category: Classified Staff | Work Schedule: M-F, 8:00am 2 5:00pm
Reports to: Registrar Percent Employment: 100%

Direct Reports: N/A

Job Summary: The Office of the Registrar serves as the official custodian of student
records, in a manner that is consistent with the &RNHJH-V PLWLRQ DFFUHGLIDILRQ DQG
licensure standards. Under the direction of the Registrar, the Assistant Registrar assists
with all facets of the Office of the Registrar, as well as other various administrative duties
necessary to the efficient operation of the Office. The Assistant Registrar will assume
all duties in the absence of the Registrar.

Job Duties:

1. Assists in preserving the integrity, accuracy, and privacy of all academic records, and
efficiently distributes these records in full compliance with applicable policies, laws,
and regulations.

a.

Assists the Registrar in their service as the institutional FERPA compliance
coordinator, ensuring compliance with the Family Education Rights and
Privacy Act (FERPA) as it relates to the assigned areas of responsibility and
educates faculty and staff on FERPA compliance.

2. Assists in maintaining physical and computerized student records from matriculation
to graduation, including:

a.

Processing new student records, including assuring that all required
documentation is received, setting up the cumulative academic folder, and
entering students into appropriate databases.

Collecting and maintaining final grades, changing final grades as requested by
appropriate administration, ensuring final grades are entered on a timely
basis, and changing incomplete grades according to college policy.

Modifying bio/demographic information, including, but not limited to,
names, citizenship, race/ethnicity, residency status, for all current and former
students upon verification. The Office of the Registrar reports changes to
this information as allowed by FERPA and as required by federal or state
regulations.

Recording changes to student status and creating the student electronic
“QRUHVWL 1LH DV LQIRUPDILRQ LV E\ WKH 211LFH R1IIKH =HDQ 3URPRILRQ %RDUG
Honor Code Council, and/or Professional and Ethical Standards Board,
including:

1 Academic standing and disciplinary decisions and, at a minimum,
UHWDLQV WKH LQUILD) QRULILFDILRQ CHIMHU WR WKH VIXGHQW WKH VIXGHQU-V
appeal letter(s), and final outcome letter(s).

Adhering to the college record retention policy, which outlines the policies
and procedures related to the retention and disposition of records.






9. Assists in completing reports required by the U.S. Department of Education
Nat



Successful candidate will be subject to a criminal history background check.
Regular, reliable, or predictable attendance is an essential function of the job.

Working Conditions and Efforts: The physical demands and work environment
characteristics described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
e



