NEBRASKA STATE COLLEGE SYSTEM

CLASSIFICATION DESCRIPTION

ACADEMIC CREDENTIALS TECHNICIAN

Scope of Work

(May perform all the duties of Academic Records Clerk plus the following)

This is specialized clerical work evaluating and maintaining a course credit record of all present and former students.

Performs varied tasks such as updating, evaluating and maintaining a record of all course credits completed by present and former students and confirming student eligibility requirements are met prior to graduation.  Work also includes assisting with student pre-registration and registration activities and processing class schedule changes.  General instructions are received from an administrative superior with work reviewed in the form of observation, accuracy and overall completeness of student records.  May provide leadership over other clerical staff.

Examples of Work

Updates, evaluates and maintains a record of all course credits completed by enrolled students; assists with student pre-registration and registration activities; processes class schedule changes.

Develops progress sheets for newly established programs; researches availability of courses through other resources and institutions; evaluates course credits of students transferring from other college institutions; meets with students, faculty and staff to verify and provide information relative to student records.

Verifies credit record of graduating students requesting certification; confirms student eligibility requirements are met prior to graduation; records final course grades and closes out student records after graduation; may mail student grade reports.

Performs other duties as assigned.

Preferred Knowledge, Skills and Abilities

Knowledge of current college coursework graduation and certification requirements.

Knowledge of college pre-registration and registration processes and activities.

Knowledge of college admission office practices and procedures.

Ability to communicate effectively both orally and in writing with the general public as well as a diverse staff and student population.

Ability to assess and document student course credit hours.

Ability to maintain accurate student records.

Skill in the operation of a personal computer, typewriter, calculator and related common office equipment.

Preferred Training and Experience

Graduation from Senior High School or equivalent supplemented by two years of work experience evaluating student credentials.

Minimum Qualifications

Graduation form Senior High School or equivalent supplemented by one year of general clerical experience or any combination of skills, knowledge and abilities that meet these requirements.

Special Requirements

Incumbent may be required to pass a standard job-related typing/keyboarding test.

Essential Duties

Each college will determine for their own use the essential duties assigned to this position.

The foregoing is a general description of this position and may be changed from time to time bythe System Administration.

