
  
 CAREER OPPORTUNITY 

 
EXTERNAL 

 
    
Classification: Field, Level 6 Title: Registrar 
Location: Battlefords Campus.            

Consideration will be given to a hybrid 
work arrangement 

Competition #: 60-BC-2223 

    
Date Posted: November 3, 2022 Closing Date: Applications will be reviewed as they 

are received 
Start Date: ASAP Salary: $5076.50 monthly 
 Full-Time, Permanent    
The commencement of this position is subject to funding decisions, which are beyond the control of North West College, and 
therefore subject to change.  This is an in-scope position.   

Main Responsibilities:   
Reporting to the Vice-President, Academic, the Registrar oversees the administration of student registrations and 
student records.  The Registrar works with College staff to ensure their understanding of the student information 
system, processes, policies and data integrity.  The Registrar: 
♦ Identifies, develops, implements and maintains College-wide processes for program and student file 

management for the student information system and ensures overall integrity, accuracy, and confidentiality of 
data. 

♦ Coordinates freedom of information and protection of privacy matters related to students, clients and alumni. 
♦ Develops and monitors internal controls, administrative policy and procedures in consultation with College 

management, and renders interpretations as it relates to the use of Student Information System (SIS) and 
applicable legislation. 

♦ Establishes and maintains a system of official student records and procedures to ensure their accuracy, 
completeness and confidentiality, and manages the related archive policy to fulfill the College’s obligations as 
an academic institution. 

♦ Provides staff training awareness regarding SIS and report writing software. 
♦ Manages tuition policy and processes. 
♦ Manages the administration of student loans. 
♦ Represents the College on provincial committees such as Student Loans and SIS and provides necessary 

reporting as required. 
♦ Generates and develops reports from the student information system. 
♦ Collaborates with other College staff and partners to facilitate program objectives, improve the quality of 

programs and enhance the College’s effectiveness and image. 
♦ Performs other responsibilities as may be assigned to contribute to the success of student learning and a 

positive participation experience. 
♦ Travel will be required.  Some overnight stays will be required.  

 

Qualifications, Skills, Abilities and Experience:   
♦ A university degree in business administration, commerce, or systems with specific training in data analysis, 

research design, computer applications (spreadsheets and databases) and administrative principles and 
practices in order to understand systems applications and develop critical thinking skills. 

♦ Two years of experience in a post-secondary institution, that includes at least one of the following areas: 
student registry management, research and development, or program coordination. 

♦ A combination of relevant Bachelor’s degree level education and experience applicable to the position 
assignment may be considered. 

♦ Advanced knowledge and demonstrated advanced use of spreadsheet design and database applications. 
♦ Demonstrated comfort working with numbers to produce accurate statistical data. 
♦ Demonstrated competence and recent experience in the use of technology such as Zoom, Microsoft Office 

Suite, Outlook, Internet and Social Media platforms, with the ability to learn and adapt to changing technology. 
♦ Ability to identify develop and modify procedures to improve consistency, efficiency and effectiveness, while 

ensuring compliance. 



♦ Demonstrated skills in collaborative problem solving, analysis, and leadership. 
♦ Demonstrated team building skills, the ability to work in a collaborative team setting, and maintain a respectful 

workplace. 
♦ Ability to adapt process, structure and technology to achieve planned changes.  
♦ Ability to effectively communicate change to staff and stakeholders, thereby contributing to the implementation 

through effective change management.  
♦ Superior written communication skills and effective public relations and public speaking. 
♦ Superior organizational and time management skills. 
♦ Ability to maintain and portray a student friendly approach to service. 
♦ Ability to research, analyze and assess information to develop and prepare reports, proposals, 

recommendations and items for decision. 
♦ Critical thinking skills. 
♦ Must possess a valid Saskatchewan Driver’s License. 
♦ A satisfactory criminal records check is a condition of employment with North West College. 

If you are interested in this position with the College, please complete an application for Employment. The application is 
located on the website at www.northwestcollege.ca.  Please provide a letter to Human Resources outlining how you 
meet the qualifications, knowledge, education and skills as identified in the posting. 

    
Submit Applications to: Please Quote Competition #60-BC-2223 
Human Resources  
North West College NWC thanks all those who applied however only those selected  
10702 Diefenbaker Drive for an interview will be contacted. 
North Battleford SK S9A 4A8  
Fax:306.445.2254 Email: nwrccareers@northwestcollege.ca 

 

http://www.northwestcollege.ca/

