STERLING COLLEGE

Job Description
Academic Records Coordinator
September 2020
Reports to: 	Registrar	

Description:
The Academic Records Coordinator will serve as the primary contact for accumulating, processing, recording and maintaining all pertinent student academic data.  This is a full time position.

Responsibilities:
· Oversee the organization and upkeep of all academic records at Sterling College; while maintaining FERPA regulations and abiding by proper record retention guidelines
· Assist in the organization and execution of new student enrollment, by coordinating with Admissions and Faculty advisors; executes student set-up and maintenance in Jenzabar system 
· Processing of incoming and outgoing transcripts
· Assist with the evaluation and data entry of transfer courses
· Maintains the Transfer Evaluation System (TES) 
· Assist with general office duties of waiting on students, faculty and others who come to the service window, answering phone and email queries, handling mail, maintaining files and other miscellaneous jobs
· Will serve as the point person within the Office of the Registrar for graduation processes which include: coordination with VPAA for reporting, processing diploma orders, collection of graduation declarations and ordering of caps and gowns
· Coordinate efforts to maintain student enrollment reporting through National Student Clearinghouse
· [bookmark: _GoBack]Works with office personnel on all other duties as assigned.

Qualifications:
A qualified candidate must have a personal commitment to Jesus Christ and support the Christian character and mission of Sterling College.  The candidate must also possess a clear understanding of and ability to articulate the essentials of a Christian liberal arts college.  
· The ability to communicate effectively and work efficiently with students, faculty, administration, parents, alumni, and others
· Must possess strong customer service and must be detail-oriented
· Working knowledge and experience with Microsoft Office, especially Word and Excel programs and the ability to learn Jenzabar 8.1

Essential Job Functions:
· Must be able walk up and down stairs.
· Must be able to sit for long periods of time. 
· Be able to coordinate movement of the fingers and hands as well as have the adequate dexterity and strength to complete tasks.
· Be able to work on a computer and use a 10 key, copier, printer and phone.
· Must be able to push, pull, and lift up to a minimum of 25 pounds
· Frequently bend body downward and forward by bending spine at the waist.
· Be able to stand and move about regularly.

Education/Experience:
· Bachelor’s degree preferred.  Associate’s degree minimum requirement.
· Previous office experience/minimum of 1 year.
