Job Classification Description

REGISTRAR/VTC Grade 15
VSC UP SUP BARGAINING UNIT EXEMPT

BASIC FUNCTION
To direct and manage student registration, academic records systems, and class scheduling for the
College.

CHARACTERISTIC DUTIES & RESPONSIBILITIES
e Plan, implement, administer, monitor, and evaluate all of the specific functions and
services of the Registrar's Office, including operating policies, procedures, processes,
and systems. Develop and modify policies and systems in accordance with institutional
needs and objectives, as well as external regulations.
e Exercise full supervisory authority, directly and indirectly, over assigned staff members.
Plan and conduct training programs and staff meetin
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