
 

 

 

Registrar Assistant 

Applications are being accepted for a full-time Registrar Assistant. This position reports to the 

Registrar (currently the Dean of Student Services). 

This position will assist the Registrar in a variety of tasks to maintain accurate data in the student 

information system.  The Registrar Assistant serves as the main contact for Trade Assistance Act 

Students and maintains TAA contracts. The position responds to student inquiries related to the 

registrar’s office.   

 

Skills and Qualifications 

Education and Experience:  

Associate’s degree required in a related field.  Two years of previous office experience desired. 

 

Necessary Knowledge, Skills, and Abilities: 

 Knowledge of the legal aspects of student records compliance and confidentiality.   

 Understand and comply with federal, state and institutional regulations and policies, 

including FERPA regulations. 

 The ability to multi-task, be flexible, and adjust priorities. 

 Time management skills 

 Demonstrated ability to work collaboratively with diverse groups of people. 

 Excellent computer skills as well as the ability to update skills based on new computer 

technology. 

 Knowledge of Microsoft Office Suites (i.e. Word, Excel and PowerPoint) 

A complete job description is attached. 

 

Interested candidates should submit letter of interest and updated resume in Word or PDF 

format. All such information should be submitted to careers@northweststate.edu using 

“Registrar Assistant” as the subject line. 
  

________________________________________________________________________________ 
 

For a complete listing of current Employment Opportunities, visit www.northweststate.edu and click on “Community” then 

“Employment Opportunities.” 
 

Office of Human Resources 

Northwest State Community College 
22600 State Route 34 

Archbold, OH 43502 

 EOE   M/F/D/V 
 

Northwest State Community College is an Equal Opportunity Employer and educator that does not discriminate on the basis of race, color, national origin, sex, sexual 

orientation, genetic information, religion, age, disability or military status in employment or the provision of services. 

In accordance with the Americans with Disabilities Act, it is the policy of Northwest State Community College to provide reasonable accommodations to persons with 

disabilities.  When contacted for an interview, an applicant who requires special accommodations due to a disability should notify the Human Resources office at the 

time he/she is contacted so that proper arrangements can be made for the interview.  Posted:  09/29/16 – 10/06/16  

  

 POSITION ANNOUNCEMENT 

mailto:careers@northweststate.edu


 

 

 

POSTION TITLE: Registrar Assistant  

DEPARTMENT: Student Services 

APPOINTING AUTHORITY: Vice President for Academics & Student Services 

SUPERVISOR: Registrar (currently the Dean of Student Services) 

GRADE LEVEL: Support contract Level 5; office secretary 

 

Normal Weekly Hours: 40 hours per week for 12 months per year. Hours vary between 8:00 a.m. 

- 6:00 p.m.   

 

GENERAL PURPOSE: 

This position will assist the Registrar in a variety of tasks to maintain accurate data in the student 

information system.  The Registrar Assistant serves as the main contact for Trade Assistance Act 

Students and maintains TAA contracts. The position responds to student inquiries related to the 

registrar’s office.   

Essential Duties and Responsibilities: 

1. Process all transcript requests, including XML upload and mail. Process transcripts for 

Early Admit students. 

2. As point of contact for Trade Assistance Act (TAA) students.  Provide onboarding for 

students be beginning with the admissions process, Accuplacer, and SOAR. 

3. Composing and calculating budget for each TAA student (includes totaling for full 

academic career timespan for tuition, fees, books, supplies, and finite detail of 

books/supplies such as ISBN).  Modify and submit for approval all TAA contracts for 

students including but not limited to schedule modifications, yearly 

tuition/fees/books/supplies increases), and attendance verifications. 

4. Advise and register TAA students for class and ensure students maintain contract 

schedule.  

5. Create book log detailing each required book/supply item for each class for all TAA 

students.  Submitting copies to the bookstore and business office.  Coordinate when a 

TAA students has to pay out-of-pocket for items not purchased in bookstore such as a lab 

coat, shoes, medical immunizations, etc.) and how they get reimbursed. 

6. TAA contracts are modified by semester due to book/supply increases, or changes in a 

course (i.e. changes in elective courses, or course cancelled and student needs to maintain 

full-time status). 

7. Communicates frequently with Jobs and Family Services Customer Service 

Representatives regarding TAA students’ status and other issues. 



 

 

8. TAA students must meet bi-monthly and submit attendance verifications to be processed 

by the Registrar’s Office, which are then transmitted to the State. 

9. Assist students with MyNSCC navigation, checking grades, assist with class registration, 

removing registration hold; verify residency, Fresh Start policy and printing of schedule 

books.  

10. Maintain all student data including but not limited to name, address, phone, emergency 

contacts and current academic major. 

11. Assist with routine office procedure including responding to walk-in students, faculty, 

staff, phone questions, emails and processing all returned mail. 

12. Assist with management of student files, including archiving student information by 

scanning according to record retention policy established by the college. 

13. Assist with grade changes, IBEW registrations; add/drop of student classes, In-School 

deferment requests and FERPA releases as needed. 

14. Maintain inventory and orders appropriate supplies including graduation materials. 

15. Prepare ARGOS reports to maintain data integrity. 

PERIPHERAL DUTIES 

1. Participate in college committees. 

2. Position must be cross-trained to support all functions of the area. 

3. Other duties as assigned 

 

DESIRED MINIMUM QUALIFICATIONS 

Education and Experience:  Associate’s degree required in a related field.  Two years of 

previous office experience desired. 

Necessary Knowledge, Skills, and Abilities:   

 Knowledge of the legal aspects of student records compliance and confidentiality.   

 Understand and comply with federal, state and institutional regulations and policies, 

including FERPA regulations. 

 The ability to multi-task, be flexible, and adjust priorities. 

 Time management skills 

 Demonstrated ability to work collaboratively with diverse groups of people. 

 Excellent computer skills as well as the ability to update skills based on new computer 

technology. 

 Knowledge of Microsoft Office Suites (i.e. Word, Excel and PowerPoint) 

SUPERVISION RECEIVED 

Position reports directly to the Registrar.   

SUPERVISION EXERCISED 

None 



 

 

RESPONSIBILITY FOR PUBLIC CONTACT 

Position will have frequent contact with current, former, and prospective NSCC students; as well 

as the general public and NSCC faculty / staff, 

LICENSING AND REGULATION 

None required 

TOOLS AND EQUIPMENT USED 

Desktop computer, general office equipment and related Office programs; Banner software 

including Argos reporting 

PHYSICAL DEMANDS 

The physical demands described here 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 

functions. 

While performing the duties of this job, the employee is frequently required to sit, talk, and hear. 

The employee is occasionally required to walk; use hands and fingers to feel, handle or operate 

objects, tools, or controls; and reach with hands and arms. 

The employee must occasionally lift and/or move up to 30 pounds. Specific vision abilities 

required by this job include close vision and the ability to adjust focus. 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

The work is performed primarily in an office setting. The noise level in the work environment is 

low. 

The duties listed above are intended only as illustrations of the various types of work that may be 

performed. The omission of specific statements of duties does not exclude them from the 

position if the work is similar, related or a logical assignment to the position. 


