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Manager, Records & Registration (Davis Campus)
	Faculty/Department: Office of the Registrar
	Employee Group: Administrative 

	Campus: Davis 
	Payband: NM 

	Reference #: 19/A/14 
	Hiring Range: $96,615- $102,654

	[bookmark: _GoBack]Application Deadline:  March 20, 2019 
	Salary Range: $96,615-$120,769

	Application Details: Posting updated on March 8, with revision to position title.


Reporting to the Associate Registrar, Records, Registration and Scheduling, the Manager, Davis Campus Records & Registration is responsible for the daily operations (including management of staff and budget) and strategic direction of the Records & Registration.  
The Manager has a diverse portfolio ranging from the traditional postsecondary to the non-traditional Skills and Apprenticeship activity.  He/she provides leadership in support of Sheridan’s strategic direction, Office of the Registrar business plan and departmental goals and objectives in collaboration with academic and registrarial partners. Specifically in the following areas: collection of fee payments, Apprenticeship, Continuing Education, Postsecondary and Skills Development records and registration, student communication, fulfillment of requests for student related information and the development and maintenance of data and information management infrastructures.
The incumbent will work closely with the Associate Registrar to track service levels and performance metrics in order to achieve Sheridan’s enrolment objectives. As a member of the OTR (Office of the Registrar) management team, is a key contributor to the development of OTR strategies to achieve student enrolment targets and to provide service and support structures appropriate for an undergraduate teaching university.

Specific Responsibilities
· Sets department  goals and objectives; Establishes & reports on performance standards 
· Manages the daily operations of Records and Registration functions at the Davis Campus and oversees the following processes and broad range of services which are offered across multiple campuses:
· supporting a broad  range of inquiries through a vareity of channels  (in-person, online, email and telephone)
· registration – individual course and progam for custom and assigned timetables
· student  course/timetable/program changes
· processing  in-person fee payments 
· arranging for referrals  to other College personnel
· timely development of student timetables
· enrolment reporting (audit)
· Develops a communication strategy, in collaboration with partners to ensure information regarding the service is available to students, faculty, staff and clients and to promote services in accordance with the Sheridan’s strategic direction.  
· Designated contact at the Davis Campus for students requesting name and/or gender changes in SIS ensuring that future communications, class lists and online views reflect the desired name of the student. Ensures privacy for student, while at the same time recognizing when existing processes will need to be manually adjusted when the official student name is require e.g. T2202a, T4a, refund cheques and bursaries.
· Provides consultation, guidance and advice to Sheridan academic management, faculty, students, staff and external clients on records and registration issues 

· Is an authoritative source for fulfilling requests for information by students, third party, or governmental agencies and supports the annual Ministry reporting, such as the Enrolment Audit by ensuring team adheres to guidelines and procedures for registration and enrolment. These are dependent upon the provision of accurate, timely student and course/program information 
· Builds, leads and empowers a diverse and capable team; Maintains a high level of staff performance and builds professional capacity through effective recruiting, selection, learning/development, mentoring/coaching, scheduling, workflow/goal setting and ongoing performance management and evaluation (including discipline, grievances, terminations, in collaboration with HR) 	
· Ensures that operational assignments of team are carried out consistently with Sheridan policies and procedures. This includes recruiting, records procedures and other employment related activities (e.g. administration of attendance management, performance management and training requirements)
· Serves (Chairs or participates) on a variety of internal and external committees, taskforces and meetings. Offers expert registrarial knowledge and support to ensure currency with student and Sheridan issues and best practices to resolve them. Advances OTR and Sheridan mission and reputation 
· Maintains current knowledge with respect to application and enrolment trends Participates in other projects and activities as assigned
· Participates in other projects and activities as assigned

Qualifications 
The Successful candidate will possess a Masters Degree in Education, Business and/or Administrative Studies, Information Management or other related discipline. Along with a minimum of 5 years of previous job related experience in post-secondary education, in an enrolment management function (e.g. student recruitment, admissions or records and registration) (Or an equivalent combination of relevant education and experience). Management/supervisory experience with demonstrated ability to lead, supervise, motivate, empower, develop staff, prepare work plans, establish meaningful priorities and maintain high quality of service; also experience with recruitment, supervision, training and assessment of staff. Demonstrated experience of student records systems (SIS) in a micro and networked computer environment. Experience managing projects and associated deliverables using management computer applications such as MS Project. Analytical and complex problem solving skills. Ability to analyze trends and patterns of changing business /client needs and adapt strategies, programs, policies and practices accordingly. 
Please apply online: https://careers-sheridancollege.icims.com
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