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The University of Chicago

University Registrar

The University of Chicago seeks nominations and applications for the position of University Registrar.
The University of Chicago is one of the leading research universities in the country. The University of Chicago is located on 215 acres in Chicago’s Hyde Park Community, a racially and economically diverse residential community of 43,000 people on the shores of Lake Michigan, about fifteen minutes south of downtown Chicago. The campus is a blend of traditional English Gothic and award-winning modern buildings designed by renowned architects. The University was founded in 1890 by the American Baptist Education Society and oil magnate John D. Rockefeller and enrolled its first students in 1892. The University’s 5,100 undergraduate students study in the undergraduate college and choose from 50 majors and 29 minors. The undergraduate program is known for its emphasis on critical thinking and broad interdisciplinary exposure to the full range of intellectual discovery. The 10,500 graduate students study in four graduate divisions and six graduate professional schools. Eighty-five recipients of the Nobel Prize have been students, researchers, or faculty at The University of Chicago.

Campus and Student Life (CSL) is importantly charged with the dual task of supporting all 15,600 students in the University, graduate and undergraduate, and managing multiple campus departments and services that serve the entire campus community. CSL's twenty departments provide programs and services that support student academic success, provide opportunities for personal growth and leadership development, develop community through the residential housing and dining program, and in areas such as artistic expression, community service, spiritual exploration, and athletic competition. 
The Office of the University Registrar is an integral part of the Office of Campus and Student Life. The Office of the Registrar implements and monitors many academic and administrative policies in coordination with academic units to facilitate faculty teaching and student learning. The Office of the Registrar acts as the stewards of academic and student information and supports institutional planning efforts. 

In recruiting the University Registrar, the University seeks an experienced, strategic leader with the capacity to guide central academic and student information operations ; implement academic policies and practices; adapt operations to academic needs; provide information for institutional planning; and evaluate administrative processes to identify opportunities for improvement. The responsibilities of the Office of the Registrar include performing registration, recording grades, producing academic transcripts, certifying student enrollment status and completion of degrees, preparing final exam schedules, scheduling classroom space, publishing divisional and school catalogs, and coordinating graduation candidates lists. The Registrar is responsible for oversight and management of information technology and implementation of internal research functions for the Office of Campus and Student Life and works to ensure that the Office of the Registrar fosters the academic mission of the University, offering responsive service to all students, faculty, and staff. The University Registrar reports primarily to the Associate Vice President for Campus Life and Associate Dean of Students in the University but works closely with the Deputy Provost for Graduate Education.
Principal duties include:
1) Direct and develop staff of 14 people with diverse responsibilities. Translate University policies and practices into efficient, timely, and well-coordinated operations. Foster a department-wide service orientation. 

2) Collaborate with a wide range of University stakeholders to interpret and implement effective administrative practices. Evaluate administrative and academic information policies and processes and continuously identify opportunities for improvements. Communicate with faculty, students, deans of students, and administrators from the College, four graduate divisions, and six professional schools to insure that procedures and deadlines are clear and coordinated with academic requirements. Adapt operations to specialized academic needs as appropriate. 

3) Guide requests for use of academic information to be consistent with user needs and to support institutional planning. Define information requirements and ways to access information consistent with FERPA to meet the needs of the Division and Central Administration. Develop processes for improved information in the future. 

4) In conjunction with the University's central technology division, lead the implementation of new systems and technology changes to improve administrative processes. Collaborate with the campus constituencies to define needs, set priorities, and achieve working solutions. Integrate new systems with extant systems and administrative and academic practices to achieve desired results and meet expectations. 
5) Co-manage with the Executive Financial Director processes to create a technology department and unit-wide improvements within Campus and Student Life. Collaborate with department leaders to define needs, set priorities and achieve departmental, unit and institutional objectives. 
6) Set priorities within financial constraints. Manage budget of over $1.2 million in total expenses (compensation, supplies, and services). 

A bachelor's degree is required with a minimum of four years of leadership experience in a registrar’s office or related university area working with academic information and overseeing operations. A master’s degree is preferred. The successful candidate will have a demonstrated ability to work as a knowledgeable user/client of technology and systems development and exceptional communication skills. In addition the successful candidate will have experience successfully implementing and improving administrative processes; directing and developing departmental staff members; fostering a successful service orientation; providing collaborative leadership with faculty, students, and staff to implement policy with judgment and flexibility; using information technology effectively; enhancing access to academic data to support institutional planning; working within a complex, decentralized university environment required; and adapting successful practices from other institutions.
Review of applications will begin on January 18, 2012 and will continue until the position is filled. A resume with an accompanying cover letter may be submitted via the SJG website at www.spelmanandjohnson.com under the link Open Positions. Nominations for the position may be emailed to Mark Hall at mah@sjgsearch.com. If you are unable to submit materials electronically, please call SJG at 413-529-2895.
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