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* RECORDS AND REGISTRATION ‘TECHNICIAN (UOG/GCC)

NATURE OF WORK IN-'PHIS CLASS.
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This - is - complex technlcal work . involving the maintenance of - records
and. _reglstratlon act1v1t1es in the University of Guam ‘and Guam
Communlty College. . :

ILLUSTRATIVE EXAMPLES OF. “WORK: (Ahy bne poésition may not includé all
the duties l1isted, nor do-.the exanmples c¢over all the duties “whith
may . be pEIformed ) 4 - ; .-

ReV1ews appllcatlon forms and LJ.nformatlon ‘sheéts for .admission to
determlne whether all the ° reQulred 1nformat16n and documents ‘are

pro%1ded.1 E- A

Expla;ns_ adm1551ons a@d " registration réquireménts to the students
and ‘the publlc. = : RAL - L o -

Establlshes and maintains students' record cards; posts grades, test
'scores ' and related information on the -students' . records; . computes

7-grade polnt aVerages, credlt hours completed and earned . and cumulathe
credlt hours. _' : " k AR

Explalns ‘to ﬁhe students the - varlous " forms - that must -be submitted

when requesting for wvarious actlons,‘such as application for enrollment

Jas“an, auditor, -credit : by- -examinations, ‘application  for ‘course by

conference, request for shbstltutlon of" credrts,*applicatlon for degree
: and other related matters.~-ti;. : - ot T e e

Estahllshes- files of "all .'adpplicants  for admissxons and files
alphabetlcally, prepares and gives out reglstration.materlals.

Completes form letters requestlng for transtrlpts and other requlred
1bfprmat1on,. or: i:‘i:r-I adv151ng appllcants ~and . students _ of adm1351ons
and academlc status. A : gt = :
Prepares bllllng 1nVoices “for - admlssrbn fees; ~ determines ¢ residency -
status “for tultlonApurpeses.l. ; Y : 2

r

r

Consults wrth:-sohool;=nurse¢gregarding-'students' physical examination
results.' b Ti bt R s gesedegde @ omg o
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::Consultsﬁ with*’the-3English»-and "Counseling Department in regard to
"testfng. Sy R e e  FEE

Malntalns statlstlcal—records.

Performs related dutles as requlred
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MINIMUM KNOWLEDGE, ABILITIES AND SKILLS:

ﬁnowieége—df gefteral offite practices and proecedures,

#bility te leatn, _éxﬁiain, and 4pply thé department's recoirds and
registration regulation; policies, procedures and other profrai
téguiremehts.

abitity &5 make akrithietic computationss

Ability to follow oral and written instructions.

Abillty to work efféctiveiy with the publi¢ #nd employees:

ibility to communicate effectively, orally and in weltiny,

AbBility to maintdin récordls,

Mrnrmyst BRPERTENCHE AND TRAINING:

a)  Two ysard of work experience requiring the application of teghhical
and proceduidl prograim requireients and the performahce of atfithmetie
cofiputationé anfl Yraduation from high school; or

b)  Any eguivalent  combination of experience and training whigh
@rav13e5 the miniiiim khowledge, abilitjes and skills, g

Batablisfied: September 1983
AMafided: _Oc¢tober 1989
Pay Range: 21
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Acting Bxecutive Dirséror
Civil Bervice Commigsion



