POSITION CLASSIFICATION QUESTIONNAIRE

Department: College of Pharmacy – Dean’s Office

Incumbent: 


 
Work Schedule/Location: 
Length of Time in Position: 
Working Title: Director of Admissions and Registrar

Immediate Supervisor/Title:  

Standard Duty Areas 

I.
Director of Admissions
The increased interest in pharmacy as a career has increased the number of phone inquiries, emails from our website, and walk-in students needing transcript evaluation and advising.   In addition to handling the increased public contact, the Director of Admissions needs to expand our website to offer more information helpful to persons already having a degree and/or interested in changing careers.  Currently, the website only lists courses meeting the prepharmacy requirements at the four year schools in the state.  The number of requests from students attending two year schools in the state has increased and we need to provide lists of the specific courses that meet our pre-pharmacy requirements at each of these schools on our website.  Our applicant pool continues to rise, we have increased the number of students we accept and we have begun a partnership with UAPB (OEP) to identify interested minority students and assist them to prepare for admission. The faculty has changed and increased the information they want collected for review by the Admissions Committee and increased the amount and type of information they want included in a database to use for evaluation of the effectiveness of the selection process.  Applicant forms, Admissions Committee flow sheets and greatly expanding the applicant database is necessary to meet the needs of the Admissions Committee.  

1.
Counsel prospective applicants, answer all phone inquiries, emails from website and evaluate transcripts and provide information about the program

2.
Create and update College Website information for Entry Level Doctor of Pharmacy Degree, including profiles of successful applicants, application and application information documents, reference forms, information about the applicant pool, list of application deadlines, maintain and update a list of courses and course numbers for all classes meeting the pre-pharmacy requirements from all schools in the state, including the two year schools and increase information available for interested persons already having a degree or wishing to change careers

3.
Collection and maintenance of applicant files, transcript evaluation of courses to meet prepharmacy requirements, data summary sheets for Admissions Committee, correspondence with applicants concerning completeness of files and action of the Admissions Committee

4.
Schedule applicant interviews with faculty, provide sample questions and create interview summaries for faculty use

5.
Collect and maintain applicant data and statistics for Admissions Committee evaluation on traditional applicants and OEP applicants

6.
Maintain liaison with prepharmacy advisors concerning changes/questions in prepharmacy coursework

7.
Create, prepare and update recruitment brochure 

9.
Update folders for accepted applicants and alternate list

10. 
Collect and maintain databases for reporting applicant data to accrediting agency and ADHE.

11.
OEP Program with UAPB responsibilities include to create and maintain student files, correspond with applicants to meet each semesters requirements, create and update recruitment brochure, provide information and statistics to Admissions Committee

12.
Create annual map of students by hometown and county

II.
Registrar Duties 

Student Information

1.
Enroll students; maintain information and security in appropriate campus database (OASIS) for institution statistics requirements, registration information, fee sheets, class rosters, grade sheets

2.
Enroll students; maintain information and security for College of Pharmacy database and SIS database for College statistics and reporting requirements.

3.
Enroll students in appropriate classes, prepare class rosters, grade sheets and grade books

4.
Assign and maintain optical scan number for confidential student test taking 

5.
Schedule and enroll students in appropriate electives

Student Records

1. Preparation, maintenance, security of accepted students academic folders, academic worksheets and academic transcripts in traditional program

2. Preparation, maintenance and security of non-traditional academic folders and transcripts

3. Collect and mail student grades each semester or upon course completion in non-traditional program

4. Prepare mid-semester grade reports

5. Prepare and maintain archive information upon graduation/withdrawal for all students for both traditional and non-traditional programs

6. Provides any documents requested by subpoena or other court action for

Current/former students

7.  Verification/Certification of student/graduate status for financial aid, employment, insurance, scholarship, Arkansas State Board of Pharmacy internship for both traditional and non-traditional students

8.
Maintain applicant, student, graduate data as necessary for reporting to Arkansas Department of Higher Education, Veteran’s Administration, College of Pharmacy accrediting agencies, grant application information,


Minority applicant/student data

9.
Archive information on student organizations and awards

Scholastic Standing

1. Collect and maintain information about student scholastic standing

2. Prepare correspondence between students and Scholastic Standing Committee

3. Prepare letters for Dean’s List students

4. Prepares graduation approval based on completion of required coursework

5. Maintains statistics as required by Scholastic Standing Committee

Graduation

1.
Coordinates graduation for traditional and non-traditional students, distributes, collects and completes applications for student licensing, certifies all students have cleared from campus

Registration

1. Coordinates student registration each semester for all College of Pharmacy students, updating campus database, assigning hours and fees and generating fee sheets.


III.
Publishing Duties 

College of Pharmacy Catalog and Student Handbook

1.
Collect changes and updates for each document

2.
Prepare documents in desk-top publishing program InDesign for submission to Creative Services each summer for fall semester distribution

3.
Distribute both catalog and handbooks to students, prepare and collect


“Acknowledgement of Receipt” of both documents from each student

College of Pharmacy Senior Awards Convocation and ASP Student Award Convocation Programs

1.
Prepare program for ASP Student Award Convocation in InDesign software program

2.
Prepare information for Senior Honors Convocation program, including biographical sketches

Alumni Newsletter

1.       Responsible for layout of Alumni Newsletter in InDesign software, published three times per year

Press Releases

1.         Prepare and distribute press releases and photographs to student hometown newspapers for students receiving awards at ASP Awards Convocation and for graduating seniors

Committee Memberships

1.
Ex-officio member of Admissions, Scholastic Standing, Awards.  Serve as recording secretary for Admissions, Scholastic Standing Committees

 
  
Position Supervises/Leads 

Direct: Partial supervision of Administrative Assistant in Dean’s Office

Indirect: 

Budget Responsibility (describe financial responsibilities of position, including approximate dollar amounts, funding sources, number of funding sources managed)


Direct: none


Problem Solving/Accountability/Independence (direct responsibility for outcome of projects or decisions made)
Responsibility for registrar’s duties, increased responsibility for Admissions duties, including creation and management of databases to accommodate larger applicant pool and admissions, statistical analysis for Admissions committee and OEP program,  total responsibility for desktop publishing projects. 

Interaction:

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

Bending  (%)______Standing  (%)_50_____Walking  (%)_50_____Eyesight  (%)__100____
Hearing  (%)_100_____Driving  (%)_______Speaking  (%)__100___
Repetitious Movement  (%)_30_____
Lifting, weight lifted_no more than 10#_____

Lift to: waist, _yes______chest, _no______above head___no____


Exposure To Harsh or Extreme Conditions:  None

Equipment Used in Position (type and percent time)


Computer, printer, scanner –90%

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


__X___Work Experience   Eighteen years experience in job
Qualifications

1.
Bachelor’s Degree

2.
Creation and maintenance of Access database information pertinent to Admissions process 

3.
Extensive knowledge of Microsoft Office suite – Excel, Word, Access including Access programming ability 

4.
Desktop Publishing – ability to use Adobe In Design software program, Photoshop, Illustrator

5.
Campus Database Programs – able to use OASIS, SIS 

6.
Knowledge of Registrar’s duties, including complying with FERPA, Solomon Amendment, State Department of Higher Education requirements, Veteran’s Administration requirements, accreditation agency requirements

7.
Knowledge of admissions procedures, pre-pharmacy curriculums at each of the state institutions of higher education, transcript evaluation procedures, transfer credits

