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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT

DIRECTOR OF ADMISSIONS & RECORDS

DEFINITION:  

Under the direction of the appropriate area administrator, the Director of Admissions & Records shall be responsible for directing, managing and supervising the daily operations of the admissions, registration and records functions within the Student Support Services Division.  The Director is also responsible for program development and ensuring the highest quality of service to students.

EXAMPLES OF DUTIES:

Duties may include, but are not limited to the following:

1. Plans, coordinates and supervises the admissions and registration procedures in accordance with existing rules and regulations;

2. Establishes and maintains a complete system of accurate student records in accordance with local/state/federal policies;

3. Supervises clerical staff responsible for admissions, registration and records activities;

4. Coordinates activities with the Campus Business Office dealing with physical plant and financing as related to registration procedures;

5. Collaborates with the Computer Center to provide and evaluate data needed for local/state/federal reports, including, but not limited to, enrollment, FTE, and demographics.  Recommends and evaluates automated processes in admissions, registration and records;

6. Directs the maintenance and issuance of all transcripts and certificates;

7. Certifies students for degrees, honors or eligibility; supervises the evaluation of graduation an general breadth requirements;

8. Ensures confidentiality of student records; ensure security of permanent class records, serves as custodian of official institutional seal, and directs microfilming and document imaging processes;

9. Coordinates and supervises all on-campus and off-campus registration; makes recommendations for improved automation and on-line application process and registration.

10. Plans, implements, and evaluates a one-stop approach to admit, register, and place students in their first-semester classes;

11. Conducts evaluations of Admissions and Records staff;

12. Coordinates all short-term hourly staffing in the Admissions and Records Office;

13. Interprets residency laws and regulations; adjudicates residency cases;

14. Coordinates staff development workshops and in-service training for the Admissions and Records staff;

15. Coordinates registration services with other offices on and off campus;

16. Serves as Official Registrar for the college;

17. Coordinates all student work authorization and placements within the Admissions and Records office;

18. Prepares statistical reports for administration on registration comparisons, activities, and trends;

19. Prepares, monitors and recommends a yearly budget for the Admissions and Records Office 

20. Designs and implements accountability procedures for admissions, records and registration;

21. Performs other duties as assigned.

MINIMUM QUALIFICATIONS:  

Education and Experience

Bachelor’s degree from an accredited college or university and three years of experience in the area of admissions and records.

Knowledge 

Knowledge of appropriate statutory and regulatory issues, appropriate sections of Education Code and Title 5; knowledge of and familiarity with the operations of admissions, registration and records function; knowledge of basic budgetary and management principles.

Ability

Ability to relate to college students from a broad spectrum of age, ethnicity, cultures and gender; ability to work cooperatively with faculty and staff; ability to work extended and flexible hours; ability to manage budgets; ability to coordinate admissions and registration activities with other programs; ability to supervise staff in a supportive and developmental manner.


