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Job Description  	
	
	

	Job Title
	Registry Administrator 

	Responsible To
	Head of Student Services 

	Job Objective
	

	· As part of a small team undertake relevant administration tasks within the college’s registry function. 

	Key Duties and Responsibilities

	1. General administration duties including word processing, filing, photocopying, shredding etc as required. 
2. Create and maintain manual and electronic filing systems as required. 
3. Create and maintain various spreadsheets and template documents as required. 
4. Administration of the FE & HE Management Information Systems (SITS system) for student enrolment and registration, including: 
5. Establishing and maintaining systems to ensure records for courses and students are accurate and up to date. 
6. Daily data input to SITS. 
7. On-going liaison with college curriculum managers to ensure accuracy of new and existing course data on SITS system. 
8. Liaison with teaching staff to obtain information to ensure the correct units are attached to the correct student and that resulting is accurate and timeous. 
9. Liaison with college centre managers to ensure timeous submission of class files, accuracy of enrolment data, student attendance records etc. 
10. Returning student enrolment and result information to awarding bodies e.g., SQA  
11. Close working relationship with college admissions staff to ensure alignment of business processes between these two functions. 
12. Setting and working to deadlines throughout the academic year. 
13. Involvement in the on-going quality monitoring of the registry function, amending and updating processes and procedures, with the aim of improving the efficiency and effectiveness of the college’s registry department. 
14. Provide a clerking function at progression boards, as required. 
15. Provide management reports from the SITS system, as required. 
16. Any other reasonable duties as directed by your line manager. 


	This is a description of the job as it is presently constituted.  It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed and to incorporate any changes which have occurred or are being proposed.  The review process is carried out jointly by the line manager and employee and you are expected to participate fully in such discussions.  In all cases, it is UHI Argyll’s aim to reach agreement to reasonable changes but, where it is not possible to reach agreement, we reserve the right to make reasonable changes to your job description which are commensurate with your appointment, after consultation with you.
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