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Associate Registrar


Registrar’s Office	


�Competition Number: 210135


Closing Date: Open until a suitable candidate has been selected





The Associate Registrar is an integral member of the management team in the Registrar’s Office responsible for planning and leading activities that support registrarial operations and admissions for day, continuing education, international and apprentice students. Many of the planning and operational initiatives undertaken in this portfolio are in direct response to the NAIT business plan in areas of student accessibility, affordability and accountability. A significant component of this position is full responsibility for multiple projects, which may be ongoing, planned for a specific outcome or ad hoc and as assigned.


 


Responsibilities:


Quality, timely delivery, and advancement of services across a range of units handling applications, acceptances, registration, student records, international student systems and information dissemination





Leading projects and representing the Office of the Registrar on a wide variety of critical teams, committees and councils





Coaching, training and positively reinforcing staff in day-to-day operations and change initiatives. Consulting with staff to plan, evaluate and prioritize workloads.





In conjunction with the Registrar, developing and managing operating and capital budgets for the work unit 


Qualifications:


Baccalaureate degree or near completion and/or a combination of professional experience in a Registrar’s Office or similar enterprise


Progressive experience related to admissions and registration services 


Experience working within a complex, multi-union environment 


Direct experience in policy development and budget management


Demonstrated sensitivity and clarity in issues of equity, diversity and ethical behavior





The successful candidate will be committed to providing excellent services to prospective, registered and graduating students. High levels of progressively responsible administrative experience, knowledge, interpersonal and communication skills are required to develop the Registrar’s Office to its full potential.





Remuneration:  An excellent compensation and benefits program await the right candidate





All candidates are encouraged to apply; however, Canadians and permanent residents will be given priority.  NAIT is an equal opportunity employer, committed to the principle of equity.








Apply online:  www.nait.ca/hr/careers


NAIT Human Resources


PH: 780.471.7466





We thank all applicants for their interest in NAIT as an employer. However, only those selected for an interview will be contacted.
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