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Position Description – Assistant Academic Administrator 
Date revised:
14 October 2017 
Department: 
Banz Faculty, Education Division
Responsible to:
Registrar
Relates closely to:
VPE, Deans and Faculty Secretary.
Primary Purpose and Scope:
The Assistant Academic Administrator assists the Registrar to manage student recruitment and enrolment, communication with churches and donors, academic records, and course moderation.  The main purpose of this position is to maintain good administration processes to ensure timely communication and accurate information.  Primary focus is the Banz campus but some duties will extend to all three campuses.
Responsibilities:
	Student Application and Selection
	1. Supply application forms and other information to CLTC agents and inquirers. 
2. Record, receipt and process student applications.

3. Make files for applicants and circulate files to faculty.

4. Communicate with applicants and sponsoring churches.

5. Write minutes of Student Selection Committee.

	Student Records
	1. Enter course marks to the database.

2. Maintain student files.

3. Print transcripts and certificates.

	Promotion
	1. Format and print brochures and publication.

2. Maintain mailing lists and organise mail outs.

3. Upload material to CLTC’s website.

	Communication
	1. Maintain mailing lists for alumni, churches and stakeholders. 

2. Write to student supporters, churches and companies and other stakeholders.

	Moderation and QMS
	1. Collect course moderation forms and keep record of compliance.

2. Maintain the QMS Manual and Inventory.

	Other Responsibilities
	1. Write minutes of Academic Committee.

2. Other duties as required. 


Position Requirements:

1.    Academic

a. Bachelor’s Degree preferably with some administration training.
2.    Experience

a. Administration, preferably in the Education sector.

b. Demonstrated experience using Microsoft software including, but not limited to, Word, Excel, Power Point, Access, and Outlook email
3.    Gift-Mix/Skills

a. Administration and writing skills.
b. Attention to detail and accuracy.

c. Good customer service skills.

4.    Personal

a. Ability to manage multiple tasks.
b. Able to keep confidentiality.
c. Support the mission of CLTC.

d. Strong Christian faith.

