POSITION DESCRIPTION

Position Title: Assistant or Associate Registrar
Work Schedule: Full Time (40 hours/week)
Supervisor: Registrar

Academic Records & Registration Support

e Coordinate course scheduling, registration processes, and input of transfer
credits for traditional undergraduate, online undergraduate and graduate
students

e Support faculty by troubleshooting issues related to online grading and the web
portal

e Maintain accuracy of student academic records and static data
e Lead freshman and transfer advising efforts
e Support faculty advising
e Support graduation processing and incoming student file preparation
e Support commencement planning and communications
Data Management & Reporting

e Run reports from the student database to support academic planning and
institutional research including the Academic Operations Report, 20th day
reports, and retention reporting

e Run reports from the student database to support accurate reporting for State
and Federal (IPEDS, KHEER)

e Manage publication of the Academic Catalog

e Support reporting of Academic SAP, Dean'’s List, etc.

Required Qualifications & Abilities
e Bachelor’s degree preferred
e Experience with databases and registrar-related tasks preferred
e Strong organizational, technical, and communication skills
e Strong customer service, problem solving, and attention to detail skills

e Has a demonstrable faith in Jesus Christ




Candidates are requested to submit the following:

e Letter of application
e Current resume

e List of 3-5 references that can be contacted if necessary

Send application materials via email (preferred) to tchumrec@tabor.edu

Closing Date:
Review of applications will begin immediately and proceed until the position is filled.

Tabor College is a Christian liberal arts institution with a mission to prepare people for a
life of learning, work, and service for Christ and his kingdom. The successful candidate
must readily embrace the mission (see http://tabor.edu/about/mission-vision-values/)
and theological identity of Tabor College (https://tabor.edu/about/theological-identity/).

Women and underrepresented groups, especially those with proficiency in both English
and Spanish, are encouraged to apply.

Tabor College is an Equal Opportunity Employer. As an educational institution
operating under the auspices of the United States Conference of Mennonite
Brethren Churches, Tabor College is permitted, and reserves the right, to prefer
employees on the basis of Religion (Title VII, Section 702-703, United States Civil
Rights Act of 1964 as amended).
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