SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Admissions & Records Coordinator (Continued)

San Bernardino Community College District

Admissions and Records Coordinator
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under general supervision, coordinates and directs the daily activities of all admissions, registration, and records functions; participates in ensuring program compliance with pertinent federal, state, local, and District priorities, objectives, guidelines, and regulations; performs related duties as required. 
representative Duties

The following duties are typical for this classification.

1. Plans, oversees, and participates in the student admissions and registration processes in accordance with regulations and policies.

2. Assigns and monitors the work of assigned staff members; provides clear, concise, and consistent direction; maintains a positive and productive work environment; as assigned. 

3. Assists in the design and operation of automated admissions, registration, and records systems; recommends processes to be automated; evaluates installed systems.

4. Provides information and assists students throughout the admissions and registration processes; oversees the maintenance of the records systems; provides information in regards to social security, unemployment, and welfare benefits. 

5. Prepares and distributes correspondence, admissions and records forms, requests for information and other documents; ensures required information and verifications are organized and maintained according to established policies and procedures.

6. Verifies student enrollments as required for state and/or district reports, scholarships, financial aid, and benefit of insurance programs in accordance with regulations and established policy; provides transcript service to current and former students.

7. Ensures that the confidentiality of student records and information is maintained; ensures the security of permanent student and instructor class records.

8. Certifies students for degrees, honors, certificates, and other awards or eligibility; evaluates and/or supervises the evaluation of general breadth and/or graduation requirements.

9. Compiles information and data for the preparation of a variety of reports and correspondence as requested by higher level administrative staff.

10. Calculates tuition and other fees according to established guidelines; receives payments and posts to computer system; maintains related records.
11. Maintains effective and cooperative working relationships with other districts, departments, staff, faculty and outside agencies; attends and participates in professional group meetings; maintains awareness of new trends and developments in the field of college admissions and records operations.

12. Maintains current knowledge of laws, policies and procedures related to admissions and records; participates in the development and implementation of program goals, objectives, policies, procedures, and priorities; develops strategies for the achievement of these goals.

13. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Principles and practices of program development and administration.

Standard organizational and management practices as applied to the analysis and evaluation of programs, policies, and operational needs.

Principles of lead supervision and training.

Operations and procedures of a college admissions and records office.

Applicable sections of State Education Code and other rules and regulations relative to the area of assignment.

Office procedures, methods and equipment including computers and applicable software applications such as word processing, spreadsheets and databases.

Principles and practices of record keeping and filing. 

Interpersonal skills using tact, patience, and courtesy.

Correct English usage, grammar, spelling, punctuation, and vocabulary.

Oral and written communication skills.

Methods and techniques used in customer service and public relations.

Ability to:

Perform responsible and difficult programmatic and administrative duties involving the use of independent judgment and personal initiative.

Participate in the development and administration of program goals, objectives and procedures.

Understand the organization and operation of the District and the assigned program as necessary to assume assigned responsibilities.

Understand, interpret, and apply administrative and departmental policies and procedures as well as pertinent federal, state, and local laws, codes, and regulations regarding community college admissions, registration, and records.

Analyze problems, identify alternative solutions, project consequences of proposed actions and implement recommendations in support of goals.

Plan and direct mass registration of students.
Prepare clear and concise technical, administrative and financial reports.

Plan, schedule, and review the work and performance of subordinates in a manner conducive to proficient performance and high morale may be required for some positions.

Exercise good judgment and maintain confidentiality in maintaining critical and sensitive information, records, and reports.

Demonstrate an awareness and appreciation of the cultural diversity of the community.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
Equivalent to the completion of the twelfth grade supplemented by college level course work in business administration, office management, or a related field.
Experience:
Three years of increasingly responsible work experience in an admissions, registration, or records area.
physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed primarily in a standard office setting with extensive public contact.

Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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