Associate Registrar ~ Johns Hopkins University

This position provides administrative and managerial oversight for all aspects of the Office of Student Records and Registration including data management (both computer and non-computer related); course creation and management; course registration; transcript creation, verification services and maintenance; grade reporting; academic standing actions; and graduation. 

The primary duties and responsibilities of the job: 

Supervision and Leadership •Plans for and ensures functional and administrative supervision and provides leadership to the staff. •Sets job priorities and controls operations and work flow. •Develops procedures for data management. •Interviews, hires, trains and evaluates staff members. •Establishes working calendars and coordinates activities with other areas in matters of common responsibility. •Monitors the quality of office services and makes recommendations for improvements. 

Production •Participates in the development of the annual budget with the Registrar and Director of Enrollment Management Services. •Consults with the Registrar; discusses and reviews status of operations and budgets. •Makes recommendations to the Registrar regarding the development of new policies or modifications of existing policies. •Coordinates and supervises each registration period. •Maintains current and historical registration records of all credit students. •Resolves registration problems that the staff cannot resolve. 

Data Management •Enters late submission of grades and grade changes. •Resolves grading conflicts. •Monitors incomplete and missing grades and communicates to faculty. •Sends grade confirmations upon request to students. •Responsible for entering all course information including course descriptions. •Validates all changes/additions made to course, offering and section levels in SSS that are submitted by the divisions. •Assigns new course number when a “Course Proposal” form is submitted by a department and creates in SSS. •Enters prerequisite information in SSS. •Adds any rules/restrictions that need to be made as new courses are developed. •Modifies and maintains monthly operations schedule for Records and Registration Office. •Submits JIRAs to SSET for all SSS related issues for Records and Registration Office. •Maintains and troubleshoots self-service registration system. •Ensures integrity of ISIS data by running statistical error reports for data clean-up of student records. •Tests functionality each time a new updated version is made to SSS. •Assists SSS functional leads and attend SSS meetings as needed. •Performs all batch update functions in the student information system. (i.e. GPA calculations and conferral dates). •Submits enrollment verification to Clearinghouse monthly. 

Graduation •Conducts audits of all degree candidates and clears for conferral of degrees. •Determines honors and awards for graduates and prepares copy for commencement book. •Maintains current and historical graduation folders for all students. •Proofreads university-wide and Carey ceremony brochures. •Coordinates with other Carey offices the annual diploma ceremony. •Reviews graduation letters prepared by the staff. 

Miscellaneous •Determines academic standing actions to be taken for all graduate and undergraduate students. •Evaluates student requests for additional refunds, and withdrawals beyond stated time, etc. •Makes appropriate calls to students, instructors, etc., to clarify situation. •Requests additional documentation to support petitions such as doctor’s note, death notices, etc. •Determines appropriate action to be taken, and prepares response letter for Registrar’s review. •Makes registration changes in ISIS to coincide with decision. •Other duties as assigned. 

https://hrnt.jhu.edu/jhujobs/job_view.cfm?view_req_id=40465&view=sch
