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JOB DESCRIPTION

JOB TITLE: FLSA:

Director of Admissions/ Registrar Exempt
Department: Date:

Student Services 5/19/2015

Security Sensitive:
Yes

Job Summary

Under the direction of the Vice President of Student Services, the Registrar/Director of Admissions
is responsible for the administration of all student admissions, student records and reporting,
records processing, grade reporting, degree audit, and recruiting, as well as the storage,
maintenance, and security of academic records.

Essential Functions

e Develops, interprets and delivers effectively structured academic support services such as
admissions, registration, processing of grades, maintenance of student and course records,
verification of student enrollment, certification of graduation, production of t x D missions and records
evaluation and certification of individual student records related to transfer to ot
institutions, athletic eligibility, and eligibility for benefits from various governn
or programs;

e Serves as functional head of the student record information system; assesses |
student, course and program databases that are used by academic and
departments;

e Protects the confidentiality of student academic records by enforcing the pra
Family Educational Rights and Privacy Act;

e Assures the inclusion of all approved administrative changes, records and
College catalog and class schedules; supervises the timely and accurate prod
schedules;

e Facilitates the collection of data elements required by the state and federal ¢
various reports; plans, implements, evaluates, revises, and oversees admissic
processes and procedures for all students enrolled in Galveston College or
including credit and non-credit;

e Prepares timely and accurate reports as mandated by state and federal agencies

e Leads in the recruiting and student outreach functions of the College;

e Maintains confidentiality of information exposed to in the course of busi
students, supervisors or other employees;
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