

Job Description
Registrar
February 2026
Reports to: Associate Vice President for Academic Affairs
Description: The Registrar provides institutional leadership for academic records management, registration, and related student services, ensuring the integrity, security, accuracy, and confidentiality of student academic records in accordance with policy, accreditation standards, and federal and state regulations. The Registrar oversees functions related to academic records, degree certification, and student academic information systems, supporting equitable policy application and student success in a technology-enabled environment.
Responsibilities:

· Ensures the integrity, accuracy, and security of academic records of current and former students and leads the staff of the Office of the Registrar
· Maintains up-to-date course schedules, academic calendars, and manages the annual update and review of the college catalogs and final examination schedules
· Oversight of the following processes: articulation of transfer credits, graduation and certification of degrees, enrollment and degree verification, production of official transcripts, diplomas, and student commencement regalia, office technology and registrar web presence, annual faculty and staff trainings as needed
· Responsible for reviewing and confirming students have met all degree requirements, evaluates academic progress, academic actions and accomplishments

· Oversees the budget for the Office of the Registrar
· Counsels and advises students, faculty, and staff on academic matters

· Interprets and enforces policies and regulations of the College and FERPA 

· Stays abreast of changes in higher education policies and works to maintain compliance measures
· Participates in the Academic Affairs Committee and serves on various other campus committees 
· Coordinates with the Office of Financial Aid, Student Accounts, and Sterling College Online to ensure efficient processes and enhance the student experiences
· Serves as the lead technology liaison for the J1 system in the Office of the Registrar

· Serves as the Institutional Research Officer for the institution

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 counsel students effectively regarding degree requirements, registration procedures and general problem solving.
· The ability to communicate effectively and efficiently work with students, faculty, administration, parents, alumni, and others.
· Must possess leadership skills and the drive for continuous improvement and educational advancement within the department

· Working knowledge and experience with Microsoft Office, especially Word and Excel programs.
· Working knowledge of computer systems such as: Jenzabar (J1), National Student Clearinghouse, Info Maker, TES 
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 

· Candidates considered if degree is in progress and with 3-5 years’ experience in higher education in records, enrollment services or related area
· Knowledge of best practices in student records management

· Technology savvy; with related skills and knowledge of J1, National Student Clearinghouse, IPEDS, KBOR and Info Maker, preferred.
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