
 

 

 

 

Registrar 
 

The Registrar is a full-time position responsible for the maintenance and protection of student academic information 

and records while supporting the mission of the institution and the overall goal of increasing enrollment, retention, 

and graduation rates. This includes compiling, updating, and tracking student information for internal and external 

analysis and use as well as close monitoring of all institutional, state, and federal regulations to ensure compliance. 

Responsibilities:  

 Provide leadership and direction for the Office of the Registrar; hire, train, supervise, and evaluate all 

personnel in this area. 

 Establish, lead, and manage all operational activities related to student records and degree progression, 

including registration, academic progress, transcripts, transfer credit evaluation, degree conferral, enrollment 

status changes, attendance, degree and enrollment verifications, veterans’ benefits, and class scheduling. 

 Implement nationally-recognized best practices and procedures for the department and institution regarding 

student records, privacy, and reporting. 

 Research, understand, implement, and enforce institutional, state, and federal laws and regulations regarding 

student records to ensure the institution’s compliance; stay well-informed of changes to these regulations and 

adapt accordingly. 

 Work closely with College leadership to facilitate the development of articulation agreements, review and 

identify articulation agreement issues and needs, and ensure that articulations and proposals are administered 

and managed in accordance with federal, state and local regulations and guidelines. 

 Develop and implement effective student-centered policies and procedures, in conjunction with members of 

the administration; uphold these policies and procedures to ensure consistency and compliance across the 

institution. 

 Coordinate, plan, design, and implement innovative technological solutions to further advance the mission of 

the Office. 

 Conduct institutional research, compile data, generate reports, and recognize and address trends and 

anomalies; submit required reports to internal and external stakeholders, including NSLDS, IPEDS, MDHE, 

NECHE, College Board, and the Attorney General’s Office. 

 Participate in and advise campus task forces and committees on issues related to prospective and current 

students and alumni; provide knowledge and training as needed to committees, staff, faculty, and 

administration to inform decision making. 

 Responsible for the specification, design and implementation of business solutions changes and upgrades, and 

associated process improvements in the Office; support the introduction of new or replacement business 

solutions. 

 Respond to complex questions and inquiries from students, faculty, staff, and administration; use professional 

judgment to interpret policies and provide guidance to resolve student grievances and complaints. 

 Facilitate change management within the Office and across campus; help subject matter experts and end- users 

identify best practices for implementing change. 

 Facilitate the setup of critical functions within the Academic module of the Campus Nexus student information 

system, including program versions and term structures; routinely update and publish academic documents 

such as the course catalog and academic calendars. 

 Maintain and upgrade the College’s academic information infrastructures including academic records 

archives, on-line student database, website, and other electronic databases and information systems. 

 Serve as data steward; vet requests from other departments on campus for access to student data; handle open 

records, subpoenas, and other requests for student data; manage access to systems where data is stored. 

 Oversee and manage all activities related to the annual Commencement exercises, including operational tasks 

and event planning. 



 

 

 Participate in the College’s strategic planning process and provide leadership for the implementation of the 

College’s strategic planning goals in relevant areas. 

 Serve as records custodian for multiple schools that are no longer in operation; manage these files and respond 

to requests for records. 

 Create annual budget for the Office and monitor monthly expenditure against budget. Perform other job-

related duties as assigned by the Dean. 

 

General Education & Experience: Master’s Degree and 3-5 years of progressively responsible leadership positions 

at the Associate Registrar level or above, including two years of supervisory experience. Extensive knowledge of and 

experience in Registrar theory and practice. Extensive and recent experience strategically utilizing Campus Nexus 

student information system preferred. A strong commitment to, and a track record of, data alignment required for 

successful regulatory compliance and assessment; experience interpreting and applying federal, state, and institutional 

policies and compliance with these standards. A record of accomplishment in embracing and leading change and 

improvements necessary to adapt to, and prosper in, a rapidly changing, cost-conscious, highly-accountable 

environment. 

 

Physical Requirements: Sedentary work. Exerting up to 10 to 15 pounds of force occasionally and/or negligible 

amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects. Stooping. Bending body 

downward and forward. 

 

Supervisory Responsibility: Yes 

 

Working Conditions/Physical Demands: Normal office conditions. Must be available to work a flexible schedule, 

including evening, overnight, and weekend hours. 

 

Travel: Travel is primarily local during the business day, although some out-of-the-area and overnight travel may be 

expected. May require travel to other locations occasionally. 

Salary: Negotiable 

Job Type: Full-Time 

Department: Registrar 

Job Type: Full-Time, Exempt 

Reports To: Chief Academic Affairs Officer/Provost 

Position Location: Boston 

Pre-Hire Process:   Authorized to work in the following country: United States.  

Willing to undergo a background check in accordance with local laws and regulations 

 

Interested and qualified candidates should email a cover letter and current resume to Human Resources at 

payroll@baystate.edu. Please include Registrar in the subject line. No Phone Calls Please. 

 

Benefits offered: Health insurance, Dental insurance, Vision insurance, Paid time off, Life insurance, Short/Long, 

Term Disability Insurance, Healthcare spending or reimbursement accounts, Retirement and Savings Plan-401K 

Education assistance or tuition reimbursement 

Bay State College is a private career-focused college founded in 1946 in the Back Bay neighborhood of Boston. With 

a mission to prepare students for successful careers and global citizenship through academic rigor and individualized 

support, Bay State College seeks candidates who will be leaders in fulfilling that Mission. 

Bay State College is an equal opportunity employer. Qualified applicants are considered for employment without 

regard to age, race, color, religion, sex, national origin, sexual orientation, disability, or veteran status. 

 

 


