BRYANT & STRATTON COLLEGE - EDUCATIONAL SERVICES DEPARTMENT
Position: System Registrar/ Policy & Procedure Manager

The System Registrar/Policy & Procedure manager is responsible for facilitating, administering, monitoring, and measuring system and campus activities related to scheduling, transfer of credit, experiential learning, and academically-related use of Banner.  The System Registrar is also responsible for coordinating and facilitating policy development and revision for the system and leading the policy development, revision, interpretation, compliance review and training process for the academic area.

Primary Duties and Responsibilities:
1. Oversee and facilitate the process of identifying and training Deans of Instruction to implement and maintain scheduling efficiencies.
2. Oversee, monitor and maintain the system Transfer of Credit processes and tools for deans and students and prospective students to assure Transfer of Credit is appropriately awarded in a timely manner.
3. Obtain and maintain "certification" to award credit for experiential learning.
4. Represent the College as the Transfer of Credit liaison to the Bryant & Stratton College community and peer academic community.
5. Develop and facilitate experiential learning process for the College and work directly with campus-based experiential learning students to assure "course" expectations have been met and credit is appropriately awarded.
6. Coordinate policy and procedure development, revision, cataloguing and communication process.
7. Interfaces with the technology and assessment departments, representing academic compliance.

Knowledge and Experience
1. Successful track record in scheduling.
2. Proven ability to manage, coach, develop, and train managers.
3. Exemplary computer and technical skills and the ability to analyze data.
4. Documented experience in appropriately awarding Transfer of Credit.
5. Documented experience in policy development and revision.
6. Experience in a decentralized environment.
7. Excellent communication skills.
8. Masters degree required with 3-5 years of relevant experience in the field.

Competencies Required
1. Ability to effectively facilitate and manage change
2. Ability to communicate effectively
3. Ability to manage in a values-based environment
4. Ability to develop others
5. Ability to think strategically
6. Ability to provide effective leadership

Note: Primary position requires 30 - 35% travel - primary travel to campus locations and system office. 

Function requires: dedicated office time within the Educational Services Department interfacing with members, attending meetings and collaborating on projects.

Please send cover letter, resume, and philosophy to:
J. Williams, System Office Human Resources Administrator
2350 N. Forest Road, Suite 12A
Getzville, NY 14068 
