NEBRASKA STATE COLLEGE SYSTEM

CLASSIFICATION DESCRIPTION

ACADEMIC RECORDS CLERK

Scope of Work

This is general clerical work documenting and maintaining student academic records for present and former students.

Performs varied tasks such as recording student grades and maintaining student academic records and transcripts.  Work also includes responding to student and faculty requests for academic record information and performing related filing, correspondence and inventory tasks.  Supervision is received from an administrative superior with work reviewed in the form of accuracy and completeness of records.

Examples of Work

Responds to student and faculty inquiries and requests for academic record information; assists with student pre-registration and registration activities; processes pre-registration and post-registration drop and add requests/revisions.

Records student transcripts; issues transcripts and collects fees; posts student grades to transcript records; corrects academic records by recording incomplete removals, grade changes and transfer credits.

Maintains student record cross reference files assists with completion of certification forms; assists in compiling transcript information and materials for student graduation; maintains office inventory of standard forms.

Performs other duties as assigned

Preferred Knowledge, Skills and Abilities

Knowledge of college grading system policies and procedures.

Knowledge of academic record compilation and maintenance methods.

Knowledge of modern office practices and procedures.

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

Ability to perform simple mathematical computations. 

Ability to maintain accurate student records.

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

Preferred Training and Experience

Graduation from Senior High School or equivalent supplemented by two years of experience computing, documenting and maintaining student transcripts records.

