Associate Registrar
University of Houston-Clear Lake

Description:
The Associate Registrar at the University of Houston-Clear Lake is responsible for managing essential Registrar functions including management of professional staff and student workers. Responsible for maintaining set up in the student information systems supporting, registration, class scheduling, academic calendar, course inventory, and grade reporting. Runs processes associated with each of these functions and all operations with the Office of the Registrar. Responsible for testing and documentation of all processes and setup within scope of responsibility.
Duties:
· Supervises two full-time staff members plus student workers. Interviews and makes recommendations for hire, provides training, monitors functions of each of the areas, performs evaluations, and assists in development of annual goals.
· Manages the setup in the student information system supporting registration, class scheduling, grade reporting, the academic calendar, academic standing, census processing and all daily functions supported by the Office of the Registrar.
· Serves as a member of the Registrar leadership team, assists the Registrar with essential functions including planning for and execution of commencement ceremonies. Acts as point of contact in the Registrar’s Office in absence of the Registrar.
· Maintains working knowledge of FERPA (Family Education Rights and Privacy Act), the Buckley Amendment to FERPA, directory information and the Texas Open Records Act as they relate to student records and performs related duties as assigned.
Required Qualifications:
1. Bachelor's degree
2. Five years progressive experience in a registrar’s office or performing registrar duties in a college or university setting.
3. Two years of experience supervising staff.
Preferred Qualifications:
· Master's degree
· Seven years of experience in a registrar’s office or performing registrar duties in a college or university setting.
Knowledge, Skills and Abilities:
· Must have advanced computer skills including ability to understand database tables, setup, workflow, data flow, and Microsoft Office tools.
· Experience with PeopleSoft, Slate or similar software systems.
· Ability to prioritize a heavy workload including multiple projects at the same time and meet established deadlines.
· Must be detail oriented and able to establish procedures leading to consistent accuracy of work.
· Problem solving skills including the ability to facilitate reaching technical solutions to business procedural issues.
To apply, please complete the online application by going to https://www.uhcl.edu/jobs and attach a resume and a cover letter. Applications without the required documents will be disqualified.
All positions at the University of Houston-System are security sensitive and will require a criminal history check.
The University of Houston System and its universities are Equal Opportunity Institutions. Everyone is encouraged to apply.

