Assistant Registrar – SUNY Canton

DESCRIPTION OF DUTIES:
SUNY Canton seeks an individual to join our professional staff as the Assistant Registrar. This position will assume primary responsibility for the master schedule of classes, assist with student registration, help manage record-keeping processes, and assist in the development and implementation of a degree audit application. This position reports to the Registrar as a member of the Academic Affairs unit.

QUALIFICATIONS:

*A Bachelor's degree from an accredited institution is required. Master's degree is preferred.
*3-5 years experience in post-secondary education administration is required, experience in a Registrar's Office is preferred.
*Must be proficient in Microsoft Office. Knowledge of the BANNER student information system is desirable.
*Supervisory experience preferred (minimum 2 years).
*Excellent written and verbal skills required as well as demonstrated customer service skills. Must be detail oriented, well organized, and able to handle multiple tasks at one time.

Persons with interest in the above position should submit a letter of interest, resume, and contact information for three professional references. 
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