
Christian Leaders' Training College 

POSITION DESCRIPTION 

 

Position:   Academic Registrar 

Reporting to:  Vice Principal Education 

Supervises:  Admissions Officer; Promotions Officer; Assistant Registrar  

Location:   Banz campus 

Date revised:  15 Sep. 2026 

A. PURPOSE 

The Academic Registrar works to ensure a good intake of students (number and calibre) and 
maintaining accurate information on these students leading to graduation and alumni relations.   
Key areas are promotion, student recruitment, assessment, academic records, student fees, student 
financial aid, and alumni and stakeholder communication.  The Registrar has responsibility for 
academic administration over all campuses and extension centres. 
 

B. KEY RELATIONSHIPS 

1. Deans of Banz, Lae and Port Moresby, and Executive Dean Post-Graduate 
2. IT Department 
3. Finance Department 
4. Faculty 
5. Students 

 

C. KEY RESPONSIBILITIES and ACTIVITIES 

RESPONSIBILITIES ACTIVITIES 

Promotion 1. Advertise CLTC’s training programme and make application forms 
available to interested parties. 

2. Co-ordinate and produce Servant Magazine, College News and other 
CLTC publications. 

3. Provide display and audio-visual material to promote CLTC. 

4. Oversee CLTC’s website and social media presence. 

Communication 1.  Maintain contact information for alumni, churches and stakeholders.  

2. Communicate with student’s churches, supporters and companies 
about student support and about changes to their programme of study. 

Student 
Application and 
Selection 

1. Process student applications, facilitate decision-making, and 
communicate with students and referees to ensure that necessary 
information is obtained and entry standards are maintained. 

2. Manage student selection decision-making and communication 
process. 

3. Arrange processing of visa applications for overseas students. 

Registration and 
Course Enrolment 

1. Ensure that courses and timetables are posted on Classter. 

2. Ensure students are enrolled correctly. 

Graduation 1. Ensure that students have met criteria before graduation. 

2. Produce official transcripts and certificates. 

Student Records 1. Maintain accurate and up-to-date student academic information using 
the College’s online information system (Classter). 



2. Produce transcripts and certificates as required and for graduation.  

3. Provide lists of students for each programme. 

4. Produce reports for academic committee and Council meetings as 
required. 

5. Ensure safe archiving of student records. 

Student Finances 1. Ensure that information about fee requirements are known and that 
students are taking responsible steps to find money to pay their fees in 
full. 

2. Facilitate the availability of student financial aid including sponsorship 
and scholarships.  Communicate with donors and match sponsors with 
students. 

3. Facilitate the application and decision-making process student 
financial aid.   

Faculty 
Responsibilities 

1. Contribute to faculty responsibilities including teaching, cell groups, and 
student mentoring.  

2. Other duties as required.  

 

D. COMMITTEE MEMBERSHIP 

1. National Academic Committee 
2. Student Progress Committee (Chair) 
3. Student Admissions Committee (Chair) 
4. Student Finance Committee 
5. Student Disciplinary Committee 
6. Graduation Committee 
7. Promotions Committee 
8. IT Committee 
9. Faculty Committee 

 

E. INDICATORS OF HIGH PERFORMANCE 

1. Good intake of new students annually both in quality and quality. 

2. Student records are up-to-date and available to faculty and students as appropriate. 

3. Financial aid covers 20 percent of student fees.  

4. There is integrity, accuracy, and transparency in the processes of admission, academic 

progress, financial aid, disciplinary decisions, graduation, and prizes. 

5. Alumni and stakeholders have up-to-date information on the ministry of CLTC and have 

opportunity to support and contribute to CLTC.   

6. CLTC has a high level of brand recognition among church leaders. 

 

F. QUALIFICATIONS, EXPERIENCE AND VALUES 

1. Bachelor level qualification, preferably master’s degree. 

2. Excellent administrative skills and attention to detail. 

3. Excellent spoken and written English abilities. 

4. Ability to supervise staff and handle difficult conversations. 

5. Skills and experience in the use of word processing, spreadsheets, databases and 

publication software. 

6. Love for God and desire to serve him through the work of CLTC. 

 


