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Job Job Job Job Job Job Title: Title: Title: Title: Title: Title: 

Office/Office/Office/Office/Office/ Office/ 

Department: Department: Department: Department: Department: Department: 

Location-Building Location-Building Location-Building Location-Building Location-Building Location-Building 

    SupSupSupSupSupervisor: Supervisor: ervisor: ervisor: ervisor: ervisor: 

PPPPPurpose/Role: Purpose/Role: urpose/Role: urpose/Role: urpose/Role: urpose/Role: 

Student Student Student Student Student Student AAAAAssistant-Assistant-sssssistant- sistant- sistant- sistant- RRRRRegistrar's Registrar's egegegegiiiistrar's strar's strar's strar's OOOOOffice Office fffffice fice fice fice 

UTUTUTUTUT UT     SouSouSouSouSouthern Southern ththththern ern ern ern ReReReReRegistrar's Registrar's gistrar's gistrar's gistrar's gistrar's Office Office Office Office Office Office 

Colonial Colonial Colonial Colonial Colonial Colonial Hall Hall Hall Hall Hall Hall 

ChChChChChris Chris ris ris ris ris Mattingly, Mattingly, Mattingly, Mattingly, Mattingly, Mattingly, Registrar Registrar Registrar Registrar Registrar Registrar 

To To To To To To assist assist assist assist assist assist the the ththththe e e e RRRRRegistrar's Registrar's egistrar's egistrar's egistrar's egistrar's Office Office OffOffOffOffice ice ice ice with with with with with with gragragragragraduation, graduation, duation, duation, duation, duation, rrrrregistration, registration, eeeegistration, gistration, gistration, gistration, and and andandandand    otherotherotherotherother other     processes processes processes processes processes processes 

AAAAAssist Assist ssist ssist ssist ssist witwitwitwitwith with h h h h helpinghelpinghelpinghelpinghelping helping     ssssstudents, students, tudents, tudents, tudents, tudents, faculty, faculty, faculty, faculty, faculty, faculty, and and and and and and otherotherotherotherother other     memmemmemmemmembers members bers bers bers bers of of of of of of the the the the the the UTUTUTUTUT UT     Southern Southern Southern Southern Southern Southern 

community, answer questions,community, answer questions,community, answer questions,community, answer questions,community, community, answer answer questions, questions,  and help with the day-to-day workings of the  and help with the day-to-day workings of the  and help with the day-to-day workings of the  and help with the day-to-day workings of the and and help help with with the the day-to-day day-to-day workings workings of of the the 

Registrar's Office Position Summary:  Registrar's Office Position Summary:  Registrar's Office Position Summary:  Registrar's Office Position Summary:  Registrar's Registrar's Office Office Position Position Summary: Summary: 

EEEEEssential Essential ssssential ssential sential sential RRRRResponsibilities: Responsibilities: eeeesponsibilities: sponsibilities: sponsibilities: sponsibilities: 

1)1)1)1)1) 1) SSSSServe Serve erve erve eerve rve as as as as as as the the the the the the main main main main main main pppppoint point ooooint int int int ooooof of f f f f contact contact contact contact contact contact fofofofofor for r r r r the the the the the the Registrar's Registrar's Registrar's Registrar's Registrar's Registrar's Office Office Office Office Office Office bbbbby by y y y y grgrgrgrgreeting greeting eeting eeting eeting eeting and and and and and and assisting assisting assistingassistingaassistingssisting

students, students, students, students, students, students, alumni, alumni, alumni, alumni, alumni, alumni, and and and and and and the the the the the the UTS UTS UTS UTS UTS UTS cccccommunity community oooommunity mmunity mmunity mmunity iiiiin in nnn n   person person person person person person and and and and and and on on on on on on the the the the the the ppppphone. phone. hone.hone.hone.hone.

2)2)2)2)2) 2) Assist Assist Assist Assist Assist Assist students students students students students students with with with with with with the the the the the the cococococompletion completion mpletionmpletionmpletionmpletion    ooooof of f f f f academic academic academic academic academic academic fofofofoforms forms rms rms rms rms aaaaand and nnnnd d d d processes.processes.processes.processes.processes. processes. 

3)3)3)3)3) 3) Data Data Data Data Data Data enenenenentry entry try try try try aaaaand and nnnndddd    dddddocument document ocument ocument ocument ocument tracking tracking tracking tracking tracking tracking tied tied tied tied tied tied to to to to to to trtrtrtrtranscripts, transcripts, anscripts, anscripts, anscripts, anscripts, transfer transfer transfer transfer transfer transfer students, students, students, students, students, students, and and and and and and dededededegree degree gree gree gree gree auditsauditsauditsauditsaudits audits 

4)4)4)4)4) 4) Assistance Assistance AAAAssistance ssistance ssistance ssistance with with with with with with dddddegree degree egree egree eegree gree audits audits audits audits audits audits aaaaand and nd nd nd nd other other other other other other detail-intensive detail-intensive detail-intensive detail-intensive detail-intensive detail-intensive projects, projects, projects, projects, projects, projects, including including including including including including graduation.graduation.graduation.graduation.graduation. graduation. 

5)5)5)5)5) 5) Provide Provide Provide Provide Provide Provide logistical logistical logistical logistical logistical logistical sususususupport support pport pport pport pport to to to to to to aaaaacademic academic ccaccaaademic demic demic demic events, events, events, events, events, events, iiiiincluding including ncluding ncluding ncluding ncluding term term term term term term regiregiregregrregegistrations istrations istrations istrations strations strations andandandandand and     annualannualannualannualannual annual 

graduation.graduation.graduation.graduation.graduation. graduation. 

6)6)6)6)6) 6) Provide Provide Provide Provide Provide Provide assistance assistance assistance assistance assistance assistance in in in in in in maintaining maintaining maintaining maintaining maintaining maintaining both both both both both both hard hard hard hard hard hard copy copy copy copy copy copy andandandandand and     digital digital digital digital digital digital copy copy copy copy copy copy aaaaacademic academic cademic cademic ccademic ademic records,records,records,records,records, records, 

including including including including including including scanning scanning ssscsccanning canning anning anning dddddocuments documents ocuments ocuments ocuments ocuments when when when when when when nenenenenecessary. necessary. cessary.cessary.cessary.cessary.

7)7)7)7)7) 7) Filing, Filing, Filing, Filing, Filing, Filing, cccccopying, copying, opying, opying, opying, opying, and and and and and and ooooother other ttththheheer er r r clerical clerical clerical clerical clerical clerical assignments.assignments.assignments.assignments.assignments. assignments. 

Additional Additional Additional Additional Additional Additional Responsibilities: Responsibilities: Responsibilities: Responsibilities: Responsibilities: Responsibilities: 

This This This This This This job job job job job job description description description description description description is is is is is is not not not not not not intended intended intended intended intended intended to to to to to to be be be be be be all-inclusive, all-inclusive, all-inclusive, all-inclusive, all-inclall-inclusive, usive, and and and and and and the the the the the the employee employee employee employee employee employee will will will will will will also also also also also also 

perform perform perform perform perform perform other other other other other other reasonably reasonably reasonably reasonably reasonably reasonably related related related related related related duties duties duties duties duties duties as as as as as as assigned assigned assigned assigned assigned assigned by by by by by by the the the the the the Registrar's Registrar's Registrar's Registrar's RegRegistrar's istrar's Office Office Office Office Office Office staff. staff. staff. staff. staff. staff. 

Qualifications: Qualifications: Qualifications: Qualifications: Qualifications: Qualifications: 

1)1)1) KKKnowledge nowledge nowledge of of of Microsoft Microsoft Microsoft Office Office Office Suite Suite Suite and and and the the the ability ability ability to to to learn learn learn ttthe he he student student student database database database ananand dd

other other other technology technology technology components.components.components. 

2)2)2) Excellent Excellent Excellent written written written and and and oral oral oral cccommunication ommunication ommunication skills.skills.skills. 

3)3)3) Excellent Excellent Excellent and and and accurate accurate accurate dddata aatata  entry.entry.entry. 

4)4)4) A A A proven proven proven ability ability ability to to to multi-task multi-task multi-task and and and prioritize prioritize prioritize in in in a a a multi-faceted multi-faceted multi-faceted workplace. workplace.workplace.

5)5)5) A A A proven proven proven record record record of of of working working working successfully successfully successfully with with with diverse diverse diverse populations.populations.populations. 

6)6)6) A A A positive positive positive attitude attitude attitude and and and an an an ability ability ability to to to adapt adapt adapt and and and ccchange. hhange.ange.

7)7)7) A A A willingness willingness willingness to to to work work work iiin n n a a a team team team environment environment environment with with with high high high standards standards standards ooof f f excellence.excellence.excellence. 

8)8)8) Demonstrated Demonstrated Demonstrated experience experience experience in in in working working working with wiwith th confidential confidential confidential information.information.information. 

9)9)9) A A A history history history ooofregular f f regular regular attendance, attendance, attendance, responsible responsible responsible work work work hhhabits, aabbits, its, and and and positive positive positive performanceperformanceperformance 

appraisals.appraisals.appraisals. 
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