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ADMISSIONS & RECORDS TECHNICIAN
DEFINITION:
Under minimal supervision performs data analysis and technical clerical work. Inputs student information into the Student Information System and verifies information for state reporting. Accepts, reviews, and processes registration applications, semester enrollments, and course adds and drops. Facilitates with eligibility of student athlete eligibility for state reporting. Processes official/unofficial transcripts and verifies student enrollment. Distributes and processes faculty class rosters. Posts grades to student records. Provides assistance to students in person and by telephone, date stamps and processes daily mail, maintains records management systems and student records, assists with the daily operations of the Admissions and Records Office and other related duties as assigned.

CLASSIFICATION:

· FLSA Non-Exempt
· Classified – CSEA 

· Date Modified: February 2015
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.
· Interprets and communicates complex policies, procedures, and information associated with Federal, State, College, and Family Educational Rights and Privacy Act (FERPA) applicable to admissions, registration, residency requirements, student accounts, and student records
· Utilizes computerized Student Information Systems, Web based programs, and the Internet to verify and update student information; transfers online applications processes in-person and telephone registrations; processes add/drops; prints registration confirmations, transcripts, faculty rosters, final grade rosters; provides technical assistance and guidance to students, staff, and faculty regarding information within the college’s computerized systems; will assist with future online registration
· Collects enrollment and parking fees; processes credit card transactions; records billing transactions to Student Account System; in absence of Student Accounts Technician, assist with  daily reports, counts and balances monies, submits transactions to the Business Services Office
· Assists Registrar with the verification of student athlete eligibility; participates in eligibility orientations; distributes, receives, posts, and processes Student Eligibility Forms; assigns athletic codes in Student Information System; generates eligibility reports; verifies Student Athlete Tracer Reports; Distributes and reviews instructor’s class rosters; processes instructor’s drops; accepts and verifies census, final grade and positive attendance rosters;  post grades; provides technical assistance to instructors for retrieval of roster information from the Faculty Portal
· Receives, date-stamps, sorts, and processes requests for official and unofficial transcripts;  maintains transcript tracking; posts and collects transcript fees
· Serves as first point of contact, in person, by telephone, or e-mail for various programs within Student Services; screens and routes calls/callers and identifies urgency and priority of the matter; conducts problem solving/research on faculty and student records; identifies concerns and calms tense situations with professionalism
· Receives and records petitions for graduation; retrieves and reviews student files, checks for receipt of official transcripts, types official degree emails and letters, 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
· Verifies student enrollment status and prepares verification letters for insurance, scholarship committees; student loan companies
· Organizes, updates and assists in the preparation of documents and records that may include forms, bulletins, questionnaires, requisitions; maintains stock levels of Admissions and Records documents; arranges duplicating
· Establishes and maintains alphabetical, numerical, subject matter for records file management systems; assists with records storage and archival projects
· Receives, date-stamps, sorts, daily mail
· Represents Admissions and Records on committees and at off-campus registration functions; may travel in and out of district
Other duties:
· May supervise student workers
Knowledge of:

· Complex computer operations and data entry techniques, including relational databases, PC’s, Microsoft Office Suite, E-mail, Internet

· Modern office practices and procedures including establishing and maintaining records management filing systems
· Recordkeeping systems and methods
· Basic business arithmetic
· Fluent in English  composition, grammar, spelling, and punctuation
· Advanced interpersonal and customer service practices, including conflict resolution
Skill in:

· Coding and entering complex data
· Establishing and maintaining filing systems

· Establishing and maintaining effective working relationships
· 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 and district guidelines
· Prioritizing workload, meeting deadlines, and working effectively in an environment with multiple demands and frequent interruptions
MINIMUM QUALIFICATIONS:
Education:

· High school diploma or GED
Experience:

· Typing from clear copy at 40 words per minute
DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· Associate of Arts degree or equivalent of two years of experience in professional office procedures 
· Coursework in computer science is preferred 
· Community College experience is preferred 
· Valid Driver’s license
· Demonstrated sensitivity to and understanding of the diverse academic, socio-economic, cultural, disability and ethnic backgrounds of community college students and staff

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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