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ADMISSIONS & RECORDS ASSISTANT
DEFINITION:
Under general supervision, to receive, check and process official transcripts, registration, adds, drops, no shows and related actions, and maintain files; to enter grades, attendance, registration, and validate faculty rosters; to enter data and information to computers and verify information for state reporting; to screen students, make counseling appointments and referrals for assessment testing; to notarize documents as necessary; to provide information and assistance at the admissions and records counter; and to perform related duties as assigned.

CLASSIFICATION:

· FLSA Non-Exempt

· Classified – CSEA 

· Date Modified: October 2005
ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Receives, opens, time-stamps, sorts, and processes all requests for official transcripts; reviews records for errors and take appropriate action for necessary corrections and notations;  

· Serves as first point of contact, in person and by telephone, for various programs within Student Services; screens and routes call/ callers and identifies urgency and priority of the matter; identifies concerns and calms tense situations; 

· Maintains transcript spreadsheets, monitors fees, and makes necessary weekly deposits;

· Screens students for academic counseling and assessment testing; schedules academic counseling appointments;

· Notarizes documents for students, staff, administration and the public.

· Accepts, reviews and processes student and instructor forms for registration, no shows, drops, attendance, grades, faculty roster validation, and related actions;

· Provides information and assistance to students and others within policy and procedure guidelines, such as identifying an setting up referrals, determining sources for help or information, providing information, providing information on matriculation, transferability, dismissal appeal information, employment information, computer program operation, other Student Services activities, college courses, catalog and programs, and community attributes;

· Inputs attendance and other required student data and information to computer systems; corrects and updates student information such as addresses, major codes, social security numbers, and student demographics; 

· Establishes and maintains student files;

· Receives students’ fees, enters transactions to Student Accounts System, and prepares receipts.  In absence of Student Accounts Technician counts and balances monies received;

· Provides information and assistance to students and instructors in the preparation and filing of registration, add, drop, no show, grades, transcript requests, and related forms; explains policies, procedures and options; provides and explains forms;

· Receives and records petitions for graduation; pulls and reviews student files, checks for appropriate receipt of official transcripts, types official degree memorandums, maintains graduate files, processes official diplomas;

· Places and removes "holds" on student transactions for account delinquency, missing forms, or other matters per college policies as directed by “hold” authority person; may collect fines or books for library;

· Distributes official campus documents such as rosters, report cards, official and unofficial transcripts, and enrollment verifications by U.S. Mail or to campus mailboxes;

· Operates computer and computer programs, standard office equipment such as multi-line phone system, laser printers, photocopiers, calculators and typewriters;

· Generates and prints scheduled and requested reports, including ad hoc reports;

· Verifies student status and prepares letters for insurance and student loan companies; prints unofficial transcripts;

· Serves as back-up to other positions giving tours, taking messages, mailing out requested information, performs recruitment efforts, verifying issuance and receipt of transcripts;

· Maintains stock levels of forms and arranges duplicating;

· Represents Admissions and Records Office on committees and at off-campus registration functions;

Other duties:
· May supervise student workers.

Knowledge of:

· Basic computer operations and data entry techniques, including word processing and spreadsheets.

· Modern office practices and procedures including establishing and maintaining filing systems.

· Recordkeeping systems and methods.

· Basic business arithmetic.

· English compositions, grammar, spelling, and punctuation.

Skill in:

· Coding and entering a variety of data.

· Establishing and maintaining filing systems.

· Establishing and maintaining effective working relationships with those encountered in the course of the work.

· Understanding and explaining policies, procedures and forms related to registration and class enrollment.

· Operating standard office machines and equipment.

· Exercising sound independent judgment within procedural guidelines.

· Prioritizing workload, meeting deadlines, and working effectively in an environment with multiple demands and frequent interruptions.

MINIMUM QUALIFICATIONS:
Typing from clear copy at 50 words per minute.

DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
Completion of high school and one year of experience in key data entry; coursework in computer science is preferred; California State Notary License is preferred; Community college experience is preferred.

PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Manual dexterity to operate keyboards and manipulate papers.

· Speech and hearing to communicate effectively with individuals.

· Vision to read text, forms and computer screens.

· Bending and reaching to stock forms.

· Lifting up to 15 pounds to stock forms.

This work is performed primarily in an office setting.
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