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University of Texas at El Paso 
Job Description 

 
 
Job Code:  10305 
Job Title:  Registrar 
Department:  Registration and Records Office 
Reports To:  In accordance with specific departmental policies 
FLSA Status: Exempt 
Prepared by: Human Resource Services 
Creation/Revision Date: February 23, 2015 
 
Summary:  Provides leadership to the registration and records functions of the University and ensures the development of annual 
goals and strategic planning for their achievement. 
 
Note:  The primary accountabilities below are intended to describe the general content of and requirements of this position and are not 
intended to be an exhaustive statement of duties.  Incumbents may perform all or some of the primary accountabilities listed below.  
Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the incumbents’ 
immediate supervisor or manager.  This position is security-sensitive and subject to Texas Education Code §51.215, which authorizes 
the employer to obtain criminal history record information. Must possess a valid driver’s license issued by the State where the applicant 
resides and must be insurable as defined in the UT System BPM 16-05-02, as applicable to the performance of essential duties and 
responsibilities of the position. 
 
Statement of Duties and Responsibilities:  
 
Develop and implement methods and procedures for registration of students throughout the course of the year; coordinate registration 
processes and activities with academic colleges, student service offices, Enterprise Computing, and other personnel as appropriate. 
 
Collaborates with key offices including New Student Orientation, Student Assessment and Testing, Registration and Records, 
Scholarships, and Financial Aid, to facilitate enrollment for new and continuing students.  
 
Promotes organization policies and procedures in compliance with local, state, and federal rules and regulations; advises University 
personnel regarding the development and implementation of regulatory strategy, potential areas of regulatory concern, and new 
government/regulatory developments.   
 
Develops, coaches, and mentors staff members in the Registration and Records Office. 
 
Tracks and analyzes enrollment data and trends; provides regular updates to University administrators relative to progress toward 
departmental and university enrollment goals.  
 
Maintains student records; ensures accurate transcription of academic records in accordance with state and accreditation requirements.  
 
Serves as the university’s primary administrator of FERPA; collaborates with the university’s information security office and ensures 
compliance with federal, state, and institutional policies related to the protection of student information. 
 
Develops and implements training policies and standards to support security in the operation of the University’s infrastructure; 
collaborates with Enterprise Computing to assess security classes within the student information system. 
 
Provides leadership for functional responsibilities during software conversions and upgrades; provides functional guidance in the 
implementation of new modules or functions within the student information system. 
 
Oversees administration of University of Texas Online Consortium registration and reporting. 
 
Oversees submission of appropriate registration reports to federal and state agencies including National Student Clearinghouse. 
 
Collaborates with University Relations to successfully plan and execute commencement exercises; collaborates with University 
Communication, colleges, Facilities Services, and other departments on commencement activities. 
 
Assists the Assistant Vice President for Enrollment Services in oversight of the university catalog; serves on university committees and 
provides guidance on the establishment of university policies to ensure compliance with federal, state, and accrediting standards. 
 
Assists the Assistant Vice President for Enrollment Services in oversight of academic scheduling; assists in the development of 
strategic scheduling goals and practices to support student success efforts. 
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Develops strategic short and long-range plans, conceptual designs, and budgetary needs within areas of assigned responsibility. 
 
Collaborates with other university officials in recommending vendors, negotiating contracts, and providing purchasing recommendations 
within areas of assigned responsibility. 
 
Demonstrates profound understanding of the department’s role in accomplishing the University’s mission and creates registration 
policies that support the University’s vision and mission. 
 
Participates in professional organizations, when possible. 
 
Knowledge of student information system(s), imaging software, and databases. 
 
Complies with all State and University policies. 
 
Other duties may be assigned. 
 
Supervisory Responsibilities Carries out supervisory responsibilities in accordance with the organization's objectives, policies and 
applicable laws.  
 
Qualifications To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and ability required. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
 Minimum Education required: Master’s Degree. 
 
 Minimum Experience required: Five years of progressive responsibility within the area(s) of registration and records or 

student services. Some traveling required. 
 
Physical Demands: The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to stand; walk; sit; stoop, kneel and crouch.  The employee is 
frequently required to use hands to feel; reach with hands and arms; and talk or hear.  The employee is occasionally required to lift and 
move up to 25 pounds.   
 
Work Environment: The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions.   
 
The noise level in the work environment ranges from moderate to very loud. 
   
 


