POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
CHRP Registrar
Class Code:
0B23
Immediate Supervisor/Title:  Associate Dean for Academic and Student Affairs
Position Summary (briefly describe the general purpose of the position)

Implement the College’s policies as it relates to maintaining the records of students in 24 degree and certificate programs, plus three non-degree/non-certificate programs offered through 10 academic departments.  Accurate and precise maintenance of student academic records; supervision of the Director of Student Admissions and Administrative Secretary; management of student registration each semester, and management of the college’s portion of the annual Commencement are vital aspects of this position.
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Registrar of the College of Health Related Professions maintains all student records for 10 departments offering 24 degrees and certificates.  The CHRP programs are located in four areas of the stated:  Pine Bluff, Texarkana, Fayetteville/Rogers/Springdale, and Little Rock/North Little Rock.  Students register in this college four times a year depending on their program.  These multiple registrations make the planning and implementation of registration a year-round activity.  Registration entails providing students schedules, ensuring that all registration activities are completed by each student, coordinating the various unites on campus that participate in registration (i.e., Financial Aid, photographers, Treasurer’s Office, UAMS Library, and Student/Employee Health) and arranging for the physical facilities used for registration.
Evaluating, processing, and maintaining student transcripts, and producing grade reports for each enrolled student each semester.  Process all veterans’ benefits and provide liaison to the financial aid office for our students who seek and receive aid.  Provide student data reports for each student in the college and update the Oasis computer database system.  Ensure all applicants have completed the prerequisite course in each program and determine if the students progress through their programs. Maintain student cumulative averages and prepare both the honors and the probation list from their grade reports.  Correspond with students and inform the department chairman of these actions.
Prepare student-related reports that are requested throughout the year by the Arkansas Department of Higher Education.  These reports consist of graduation statistics, admissions data, demographic information (including the number of out-of-state and international students) and the number of non-returning students.

Conduct all graduation commencement preparations, determining who is eligible for graduation, attending to all the details of the ceremony, and issuing diplomas.  Correspond with all graduates concerning graduation exercises and procedures for checking-out of the university.  Secure all faculty participants, providing information for the commencement program, and providing the Office of University Relations the information for hometown newspapers about their graduates.

Manage and provide retrieval service for the college’s archival material.  Supervise the purchase of the necessary equipment; train personnel in the office for archiving records.
Maintain the alumni records for the college.  Maintain the database of college alumni using the software and databases provided by the Office of Institutional Advancement.  Maintain current residential information on the CHRP students and provide selected customized mainlining lists of alumni to departments.  Work closely with the department chairmen to provide the types of alumni information and record keeping that they find useful.  Assist departments in maintaining lists for potential advisory group membership as well as gathering the necessary documentation of alumni for the accreditation review in each program.

Position Directly Supervises/Leads (name/title) 

Administrative Secretary, Admissions Officer, Associate Director of Student Affairs.

Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Students, faculty, departments, support staff, and general public.

Advise the department chairmen and deans in the formulations of polices

Accountability (direct responsibility for outcome of projects or decisions made) 

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Ability to Follow Oral Instruction, Read and Write

High School, GED or formal educational equivalent

Baccalaureate Degree, Major: Bachelor Degree
Advanced Degree, Type/Major: MACROBUTTON NoMacro [Click here and type degree]
Professional License/Certification: Member of Admission and Records professional organization.
Work Experience, (Length of Time, General and Directly Related):   At least five years experience in registration in higher education.  Other job related education and/or experience may be substituted for all or part of these basic requirements upon approval of the Qualifications Review Committee.

I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



