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OFFICE OF THE REGISTRAR
Academic Plan: August 2008
INTRODUCTION
The office of the registrar staff met in an all-day planning retreat on July 9, 2008.  The day was comprised of four distinct sessions, closely paralleling the agenda of our cabinet retreat held earlier this summer.
· The year in review:  Discussion of department outcomes, decisions made at the 2008 Cabinet retreat, the Middle States Report, & the Noel Levitz Student Survey.
· Current Issues:  A review of issues impacting the department in our systems & reporting area, our academic services area, and the structure and organization of the office.  The latter included discussions of job descriptions and responsibilities, and space reconfiguration.  Taking the lead of the Cabinet retreat, we also discussed what it means to be a 24x7x52 campus, and the impact the large freshman class will have on the college in general, and the office of the registrar in particular.

· Back to the Future:  Academic Affairs Goals for 2008-2009, office of the registrar goals, staffing needs, and a recording of any decisions that were made during the course of the day.
· Open Discussion
DEPARTMENT MISSION

The Office of the Registrar facilitates the mission of the College through our support of the Division of Academic Affairs and the faculty.  We are dedicated to providing professional, student centered services; to maintaining the highest ethical standards and integrity in all that we do; and to open, honest, and collegial communications with our various constituencies both on and off campus.

2007-2008 OUTCOMES

Systems & Reporting:

· BANNER:  Continued with the post implementation management of the BANNER system. 

· CAPP:  Completed the development of degree evaluation models for all existing programs by the conclusion of the spring 2008 semester.  
· Transcripts:  Completed scanning of archival transcripts.  Project was suspended in May 2005 due to lack of funding.  

· Implemented digital attachment of registrar’s signature to documents/letters.

· Catalogs:  Used extracts from BANNER to produce individual course listings for both the undergraduate and graduate catalogs.
· Student Information:  Initiated process allowing all registered students to update various academic & demographic items in their student record.

· Request for Reports:  Developed a new form to be used by faculty and staff when requesting reports and other data from the student information system.  Form is available on the web.

Academic Services:
· Web Site:  Continued enhancements to office of the registrar web site.  Redesigned the home page to make it more user-friendly and added several needed items and links.
· Registration:  Instituted on line registration for most students in November 2007.   
· Graduation:  Designed a new degree application for masters & doctoral students, and streamlined the process by which all students apply for graduation.  
· Transfer Articulation:  Streamlined process for development of articulation agreements by hiring new position – assistant to the registrar.
· Class Schedule:  Staffed Faculty Senate Committee working on the assessment of current scheduling standards.  Committee work is ongoing.
Organization & Structure:
· Retirement of Virginia Viscosi, senior SCT staff member, August 2007.

· Created new exempt position: assistant to the registrar – transfer articulation.

· Submitted updated descriptions and titles for two positions:

· From Assistant Registrar for Graduation & Degree Audit to Assistant Registrar for Academic Services
· From Secretary III to Classroom & Scheduling Associate

2008-2009 GOALS

Systems & Reporting:

· BANNER:  Continue with the management & enhancement of the BANNER system.
· CAPP:  Open CAPP to students for fall 2008 advising/registration period.  Maintain & update existing models based on curricular changes.  Create degree evaluation models for all new undergraduate & graduate programs. 

· EMS Software:  Continue with the implementation of the EMS scheduling software.
· Inventory:  Develop inventory of academic space, including room attributes/ resources.  

· Network Drive Space:  Network drive space for transcripts currently housed on CD’s.  
· Color Printer:  Acquire color printer to support reporting output. 
· Three-Year Plan:   Continue to assist where needed with the implementation and assessment of the 3-year plan. 
Academic Services:
· Student Self-Service:  The National Student Clearinghouse offers colleges a free service that would enable our students to print enrollment certifications to send to health insurers, housing providers, and others, and obtain enrollment and loan deferment information via the Web at no charge.  We hope to be able to activate this free service for our students in the near future.
· Academic Calendar:  Integrate the academic calendar and academic deadlines into a single calendar of dates.
· Counter Service:  Install counter service as a way of improving services to students.
· Registration:  Migrate to on-line registration for all students.
· Class schedule:  Complete work of Faculty Senate’s ad hoc scheduling committee.  Assist as needed with open campus-wide discussions on recommended models for scheduling classes.  Incorporate feedback into a final model.  

· UC Undergraduate Diplomas:  Assist colleagues in understanding implications of awarding Utica College vs. Syracuse University diplomas, and in working to establish policies and procedures for dealing with the awarding of two distinct diplomas.
· Satellite Campuses:  Provide support to colleagues as needed in exploring opportunities for establishing both domestic and international satellite campuses.
Organization & Structure
Office Space: 

According to our 2003 self study final report, “the office space is markedly cramped and does not produce a welcoming or inviting environment for visitors or a pleasant working environment for staff.  Student workers have no separate workspace and must frequently wait for a staff member to be away from her space to a have a place to work.”  
Immediate Recommendation:  Develop a plan to expand the physical space occupied by the registrar’s office.  This may involve moving the office to a new location.

During the last five years, expanding the physical space occupied by the registrar’s office has not been a campus priority, although we have seen prime academic space become available for other uses.  During each of the last two years, the campus space committee recommended moving the office of the registrar to the former business affairs suite.   To date, these recommendations have not been accepted.   We now have plans to install counter service and make other renovations to the existing office suite.

Staffing:

A major challenge outlined in our 2003 self study, and noted in our consultant’s final report, was the prospect of losing two senior SCT and one senior administrator to retirement within a short span of time, perhaps in the same year.  In January 2007, Roseann Moyer, who had been with us since 1985, retired.  Our other senior SCT staff member, Virginia Viscosi, retired in August 2007.  Within the next six to twelve months we anticipate the retirement of our assistant registrar for student systems, Daphne Davis.

As we noted in last years document, highly trained, knowledgeable people with a variety of skills are required to administer, maintain, and improve the Banner system and its complex applications with which we must work.  People with technical skills are being added to registrar’s offices across the country to help manage these new systems, reflecting the fact that we must work in partnership with all technical resources available to provide seamless service to our various constituencies.  Creating the positions of assistant registrar for student systems in 2005, and assistant registrar for graduation/degree audit in 2007, was part of our plan to address this need on our campus. 
IMMEDIATE POSITION INITIATIVE
Academic Services Associate (SCT):


This position is the replacement for Virginia Viscosi, who retired effective August 17, 2007.  
This will be a non-exempt (SCT) position reporting to the assistant registrar for academic services, and will be housed in our academic services unit.  In 2007, the position was actually approved by Human Resources and authorized for on-campus advertising before a decision was made to place it on hold.  Its budget line was used, instead, to create the new position of assistant to the registrar noted earlier in this document.  Thus, for budgetary purposes, we should consider this a “new” position.  In June of this year this position was presented to the academic cabinet retreat as a “must have” position for 2009-2010.  It is currently on the list of academic affairs positions that are slated for further consideration later this year.
The Academic Services Associate will have as a primary focus coordinating the production of official transcripts, ensuring a timely response to student and alumni requests.  This position will also greet visitors at our new counter, providing initial triage, distribution of information & resource referral for all walk-in, and telephone contacts.
The Human Resources approved position description is attached.


ANTICIPATED REPLACEMENT POSITION 
Assistant Registrar for Systems & Reporting Services:
Upon her retirement, expected sometime during the 2008-2009 academic year, this will be the replacement position for Daphne Davis, the incumbent.  

We anticipate bringing in someone with oracle programming experience, and have revised the position description accordingly.  This would essentially place a programmer-analyst with registrar-related functional experience in the office of the registrar, thus allowing IITS to re-examine the case load of their staff.  At the same time, though located in our office, this position may also be able to provide academic technology support to other offices, such as student financial services, or graduate and extended studies.

A position description is attached.



CONCLUSION
The office of the registrar is undergoing a significant evolution, as we seek to develop an organizational structure and physical space commensurate with the needs of a 21st century registrar’s office.  We have made great strides since our Self Study, but our evolution is not complete.  The ongoing support of the vice president for academic affairs and the entire academic cabinet has been critical to our success.
Having recognized the mission-critical role played by this department, the office of academic affairs is urged to continue its support of the registrar’s area by ensuring that the human and financial resources needed to complete this transformation are forthcoming.
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POSITION DESCRIPTION 

Academic Services Associate

Summary:
The Academic Services Associate will administer the operations of the student records function, including student records management, student registration, official transcripts, and certifications of enrollment and degrees.

Responsibilities:

· Manage the daily processing of student & alumni transcript requests, and enrollment & degree verification requests with the assistance of the office associates (student staff).

· Coordinates Mohawk Valley Consortium cross-registration program, managing required paperwork, and ensuring that visiting students are appropriately registered.

· Manages and processes all Application for Readmission paperwork, processes all required documentation, notifies student of decision.

· Processing of manual registration activities using BANNER student information system.  Includes the adding/dropping of classes, pass/fail selections, special student registration, and changes resulting from petitions.

· Responsible for the manual entry of grade changes and biographical-demographic updates, including legal name changes.

· Greets visitors, providing initial triage, distribution of information & resource referral for all walk-in, telephone, mail, & email contacts.  Facilitates resolution of problems.

· Responsible for the filing system and physical record keeping of the office with the assistance of the office associates.  
· Assists with annual commencement & convocation activities.

· Regularly interacts with current students, alumni, and faculty, performing exceptional customer service, answering questions & providing academic & financial services policy information.
· As needed, provides back-up support to other members of the Office of the Registrar team.

· Other projects as assigned.

Qualifications

Minimal Qualifications:

· Requires a respect for confidentiality.

· Attention to detail and accuracy.

· Familiarity with and an aptitude for computerized data entry.

· Expertise with PC applications & Microsoft office products.

· Excellent verbal and written communication skills.

· Must be comfortable with high volume phone/in-person environment.

· Associate Degree.

Preferred Qualifications:

· Experience with SunGard BANNER.

· Two – three years relevant work experience.
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POSITION DESCRIPTION – DRAFT REVISION
Assistant Registrar, Systems & Reporting Services
Summary:
This position will combine administrative computing experience and professional registrarial responsibilities by serving to coordinate the technical procedures and operations for the Office of the Registrar.

Responsibilities:
· Create and run reports for the Office of the Registrar as well as for faculty and administrative and academic departments using Oracle & SQL.

· Provide ongoing functional and technical support of SunGard BANNER student module for the Office of the Registrar along with coordination of BANNER data with other administrative and academic departments.

· Train staff and academic department staff on the use of BANNER forms and jobs related to the student module.

· Provide students technical & functional support for web-based access to the student information system.

· Serve as liaison with the Integrated Information Technology Services department and other administrative offices on student information & data management.

· Provide technical support for the Office of the Registrar including the installation and configuration of software, & the use of Microsoft office products.

· Create & execute SQL scripts to test data integrity in Oracle database & the BANNER student module.

· Develop testing methodology and test scripts related to software upgrades, patches, customizations, and system interfaces, with special attention to BANNER, Oracle, and Microsoft products.

· Facilitate best practices in the use of BANNER student module to both offices greatest advantage to support institutional priorities.

· Implement computer-related policies & procedures for the office, including making recommendations to the College Registrar.

· Maintain written documentation on technical procedures & operations.

· Provide technical assistance to room assignments with EMS scheduling software.

· Assist in the performance of general registrarial functions as needed.

· Assist College community with the online registration process and register students directly when needed.

· Participate with colleagues to maintain the College course schedule.
· Other duties as assigned by the College Registrar.
Qualifications
Minimum Qualifications:

· Knowledge of Oracle and experience using SQL for reporting.

· Expertise with PC applications & Microsoft office products.

· Strong organizational skills.

· Excellent communication skills.

· Ability to be a team player in a busy office.

· Ability to work on multiple tasks to meet deadlines as necessary.

· Bachelor’s degree required.

Preferred Qualifications:

· Experience with SunGard BANNER.

· Experience with reporting languages.

· Two – three years experience in an academic environment.
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