
SAN JACINTO COLLEGE 

JOB DESCRIPTION 

DATE: 1/3/17 

  
 

TITLE:   College Registrar/Dean of Student Records Management  

 

DEPARTMENT: Registrar and Records Management  

 

SECURITY SENSITIVE: Yes 

 

FLSA STATUS1:  Exempt 

 

SALARY GRADE:  34 

 

FUNCTION:   Responsible for the supervision and management of all 

administrative and operational functions of the Office of the Registrar, Student Records 

Management, and the Banner Student Team. Serves as the college’s Chief Reporting 

Officer for the state of Texas and the Higher Education Coordinating Board. 

 

CURRENT INCUMBENT(S):    

 

REPORTS TO:   Associate Vice Chancellor, Student Services 

 

SUPERVISES: Associate College Registrar 

   Coordinator Banner Student Services 

   Records Specialist 

   Senior Administrative Assistant 

     

 

MAJOR REPONSIBILITIES: 

           Frequency 
Essential Job Functions2                                      D, W, M, Q, A3        %Time 

1. Supervise all functions pertaining to the college 

registrar, banner student team, and records 

management areas and direct the effective 

operation of the area to deliver services to 

students and the college to achieve the agreed 

key performance measures.  

D 25 

2. Serves as the Chief Reporting Official by 

preparing, reviewing, correcting, submitting, 
W 20 

                                                 
1 FLSA status and Salary Grade determined by the Human Resources department 
2 All job functions  MUST add up to 100% 
3 D=daily, W=Weekly, M=monthly, Q=quarterly & A=annually 



and certifying annual official reports to the 

THECB. 

3.  Work with Associate Vice Chancellor for 

Student Services to plan, implement and 

evaluate the programs and services of the 

campus, and to recommend the development 

and implementation of new programs and 

services that support the College’s strategic 

plan. 

 

W 10 

4. The Registrar supervises the processes for the 

articulation of transfer credits, graduation and 

certification of degrees and certificates, 

enrollment and degree verification, and 

production of official transcripts. 

W 10 

5. Collaborate with counterparts to ensure 

consistent and uniform application of all 

functions, processes, and services within student 

services departments across the College. 

W 10 

6. Develops, administers and revises, as 

appropriate, college policies, procedures and 

processes consistent with college community 

standards and professional best practices.  

 

M 5 

7. Develop, recommend and manage the assigned 

campus budgets within student development 

area to ensure available dollars are effectively 

utilized.  Ensure operational costs are in line 

with relevant budgetary controls. 

 

D 5 

8. Interview, select, train, supervise, and evaluate a 

diverse staff through the performance 

management system.  Make appropriate staffing 

recommendations in accordance with College 

policies and procedures. 

M 5 

                      

          Frequency 

Additional Job Functions:                 D, W, M, Q, A         %Time 

1. Leads and/or participates on various 

Committees and Task Forces related to new 

issues/policies including the Academic Calendar 

Committee, the Admissions Review Committee, 

the High School Evaluation and Review Team, 

Banner Team Leaders, and the Institutional 

Curriculum Committee. 

A 3 



2. Serves as FERPA compliance leader and 

ensures the integrity, accuracy, and security of 

all academic records of current and former 

students. 

A 3 

3. Represent SJC with outside educational 

institutions, internal departments, and 

professional organizations.  Serve as department 

liaison and on campus/college committees as 

requested. 

 2 

4. Performs other duties as assigned 
 2 

 

 

REQUIRED/MINIMUM QUALIFICATIONS 

 

Knowledge, Skills and Abilities: 

 In-depth knowledge of the institutional policies and procedures regarding 

admissions, transcript evaluation, the Texas Success Initiative, and state and 

federal reporting. 

 In-depth knowledge of the Banner Student modules and other student 

technological resources. 

 In-depth knowledge of FERPA laws. 

 Must have an in-depth knowledge of the State and Federal policies and 

procedures related to compliance and state reports data.   

 Must be able to work collaboratively in a multi-campus environment and provide 

leadership to achieve the institutional and departmental goals and objectives. 

 Ability to organize and implement change. 

 Strong written and verbal communication skills with the ability to establish 

personal and professional credibility with both internal and external constituents. 

 Broad knowledge of higher education issues, policies, principles and 

organizational models. 

 Skills to maintain a fair and decisive leadership style with the ability to make 

independent judgments. 

 Ability to analyze and evaluate outcomes and effectiveness of projects/programs. 

 Knowledge of policy formulation and methods of analysis to establish practical 

policies and provide effective guidance in decision-making. 

 Ability to schedule, assign, delegate, monitor, and evaluate the work of assigned 

staff. 

 Ability to keep up-to-date on changes in technology and provide 

recommendations regarding the direction of the campus’s strategic plan. 

 Ability to safeguard sensitive or confidential information from intentional or 

unintentional disclosure. 

 Ability to meet deadlines for assigned reports and projects. 

 Ability to provide feedback, support, and encouragement to staff. 

 Evidence of progressive leadership in student affairs.   



 Demonstrated experience with and/or commitment to working effectively with 

individuals from diverse backgrounds, in support of an inclusive and welcoming 

environment 

 Ability to communicate complex issues to a varied audience. 

 

 

Education and Experience: 

 

 Required Education:   

 Master’s Degree from a regionally accredited institution 

 

 Preferred Education:   

 Doctorate Degree from a regionally accredited institution 

 

 

Required Experience:  

 Minimum of four (4) years of progressive managerial experience within an 

institution of higher education 

 

Preferred Experience:   

 Five years of Registrar experience. 

 Experience with and in-depth knowledge of the Banner Student Software system. 

 

 

Licenses/Certifications: 

 

 Required Licenses/Certifications:  

 None 

 

 Preferred Licenses/Certifications: 
 

         Frequency 

Work Environment        D, W, M, Q, A 

Multi-office environment D 

  

  

  

  

  

  

 

 

                  Frequency 



Physical Activity4:                           D, W, M, Q, A   

None  

  

  

  

  

  

  

        

 

 

             

 Employee Signature       Date 

 

 

             

 Leader Signature       Date 

 

 

 

 

 

 

 

For HR Use Only: 

Position Number  

Position Class  

Position Ecls  

Salary Table  

Eskl Code  

 
NOTE:  This job description is not an employment agreement or contract.  The Chancellor/Vice 
Chancellor/President and/or designee has the exclusive right to alter this job description at any time without 
notice.   
  
Employees of SJC are expected, as required in their specific job functions, to participate in maintaining 
standards required for accreditation; to participate in college task forces, activities, meetings, committees 
and councils; to interact and work cooperatively in order to assist students, staff, faculty and the community 
in the accomplishment of various goals; to represent one’s self and the college in a positive, professional 
manner consistent with the core values which include a passion for learning, service and involvement, 
creativity and innovation, academic excellence, dignity and respect, and integrity; and to safeguard sensitive 
or confidential information from intentional or unintentional disclosure.   
  
Employees are expected to maintain current working knowledge of policies, procedures and guidelines 
necessary to answer work-related questions and to provide assistance to students, staff, faculty and the 
general public in a timely and courteous manner.  Employees are also expected to perform other duties as 
may be assigned by their supervisor and to contribute to the team efforts of the department and to assist the 
college in achieving its strategic goals.    

                                                 
4 Examples include: walking, running, sitting standing, etc.  Lifting up to 10, 25, 50 or over 100 pounds of 

force. 



  
Employees must abide by all laws, college policies and guidelines. 
  

The San Jacinto College District is committed to equal employment opportunity for all employees and 
applicants without regard to race, creed, color, national origin, citizenship status, age, disability, pregnancy, 
religion, gender, sexual orientation, gender expression or identity, genetic information, marital status, or 
veteran status in accordance with applicable federal and state laws. 

 


