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ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
      Position Title:  
     
University Registrar



1.2
      Position Level:
    
EX3


1.3
  
Major Group:
  
Executive Services Group

1.4
      Sub-Group:


Executive Services

1.5
      Job Code No.: 
   
05.340.20


1.6
      Job Location: (Complete as appropriate):

Ministry: Royal University of Bhutan; Department: ___________; Division: ___________;    Section: ______________; Unit: _______________.

1.7 Title of First Level Supervisor  (Official title of the Supervisor): 

2. PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Purpose should be a short statement linking the position to the mission and goals of the organization and specifying the outputs of the position.  Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):

Purpose: The registrar will be responsible for day-to-day administrative work of the University, for the academic records of the University and shall serve as the Secretary of the University Council.

	Duties and Responsibilities
	% of Time

	· Information and Administration systems 

Registrar is mainly responsible for defining information needs collecting, analyzing, formulating and disseminating all the information regarding the University. Registrar will also establish, analyze, develop and refine the academic processes so that they are efficient and sufficient for the University’s identified needs. 

· Student Information System

1. Define the specifications for a student information system and coordinate the establishment and maintenance of the system. The student numbers derived from the system will provide the basis for the strategic planning of the University.

2. Supervise and coordinate the inputting and accessing of the student records and programme records held on the student information data-base.

3. Registrar looks into the conferring of awards, issuing of transcripts and Certificates to students and attest performance records to prospective employers or Universities.

· Admissions, Registration and Scholarships

1. Setting of standards and coordination of student enrollment, admissions, registration and scholarship and is responsible for the establishment of a proper system.

2. All programmes held by the University would be defined in conjunction with the Director for Academic Affairs.

· The University Council
1. Member Secretary of the University Council

2. Co-ordinate the work related to University Council

· The Academic Board (AB)

1. Member Secretary of the Academic Board (AB).

2. Coordinating and managing the work of AB, flow of information and the actions that fall to the Academic Board and its standing committees. 

· Programmes

1. Define what constitutes a programme whether of the institute or of the University, Establish and maintain a full record of the programmes.

2. Establish and operate a system, which will allow changes to programmes to be made, to be approved and to be recorded.

· Communication Marketing and Publicity

1. Establish and maintain a prospectus for the University (including a web based version), covering undergraduate and other programmes.

2. Establish a marketing strategy for the University that will address both its in-country and external markets.

3. Ensure a good flow of relevant information is communicated to University staff, external stakeholders including government, news agencies and schools. 

4. Develop publicity material including press releases.

· Personnel

1. In conjunction with the Director of Planning and Resources, Registrar devises HR Plans, determines and provides information, on the University staff needs and the decisions are taken accordingly.

2. Establishes and supervises the system of information flow, decision making and record keeping, to achieve the desired purpose.

3. Establish criteria for the nature and extent of the staff welfare, to which University staff deserve access, and establish mechanisms to ensure that such provision is provided.  
	


3. KNOWLEDGE AND SKILLS REQUIRMENTS (Minimum requirement for performance of work described (Level of Education, Knowledge, Skill and Ability): 

3.1       Education:  Masters degree

3.2       Training: Advance course in Higher Education Management, Public Administration and Others. 
3.3       Length and type of practical experience required: 

· Registrar should be an Academician by profession and should have been in the teaching profession (especially at the tertiary level) before. 

· Minimum four years in relevant field in Position Level P1 or equivalent experience.

3.4. Knowledge of language(s) and other specialized requirements: Good knowledge of both English and Dzongkha  

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):



As the Registrar he/she is responsible for keeping all the records of the University and has to stay abreast of all the information. He/she is responsible for defining information needs, collecting, analyzing, formulating and disseminating all the information regarding the University. This involves lots of risk and stress, as Registrar’s main work is to manage information of any type (from very confidential to general ones). The information needs to be timely and appropriate for University’s decision and to implement plans.  


Registrar also assumes the role of an administrator in the University. He/she needs to look at all the personnel management of the Vice Chancellor’s Office and the Institutes together with the responsibilities of Human Resource Development of the University. This involves high level planning and visioning. Set standards and norms for admitting students into different programmes in consultation with Academic Boards and committees and organize, coordinate and conduct the selection interviews. Registrar needs to be highly knowledgeable and competent to set standards and coordinate and supervise all admission activities. He /she also look into the issuing of student transcripts, certificates and attest performance records to the prospective employers or universities. He/she looks at the conferring of awards and also takes care of the scholarship system of the University for the students. Registrar is also expected have a marketing skill especially with regard to making University graduates accepted in the job market. Thus linkages have to be maintained together with attractive University brochures and pamphlets.    


Besides, Registrar has to maintain the University prospectus and has to establish a marketing strategy for the University that will address both external and internal market needs. Good flow of information should be maintained amongst the University staff both senior and support and the stakeholders. 

The work of the Registrar is very complex because of the fact that he/she has to have his/her hand in every aspect of the University. Overall coordination would be very difficult unless he/she is with very good educational background, a good experience in the management of higher education and is very sharp and hardworking. 

5.
SCOPE AND EFFECT OF WORK (Describe the breadth of work performance, and the effect the work has on the work of others or the functions of the organization):

Breadth of work performance:

· Information and Administration:
Registrar’s position is the reference or the central point in the University as he/she manages and maintains all University information. Information collection and dissemination is done not only at the national level but also at the international level. Registrar’s administrative role extends even to the institute’s when it comes to the personnel and HRD. Proper and high level planning has to be carried out regarding the HR needs and analysis of the information. All university staff, University Council and Academic Boards are dependent on the information provided by him/her. 

· Admissions, Registration and Scholarships:
Proper coordination and conduct of admissions have to be carried out in consultation with the Academic Board and the committees, which comprises of stakeholder ministries and agencies. 

· Communication, Marketing, Publicity:
This include development of University prospectus and developing marketing strategy not only at the national but also at the international level for the University. Good communication has to be maintained between the stakeholders and the University.     

Effect of the work on others:


· Registrar’s work is going to have a high impact on the academic staff, non academic staff and the students of the institutes. Standard of the academic staff, student and the program delivery will be dependent on the Registrar and Director Academic Affairs. 

· With the graduation of the high quality students from the institutes under university the national human resource base will increase. With good and relevant programmes offered at the University institutes, the graduates could be used not only by the civil service but also by the private parties and also at the international level. 

6. INSTRUCTIONS AND GUIDELINES AVAILABLE:

6.1 Instructions (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):


  Vice Chancellor is the immediate Supervisor of the Registrar.

6.2 Guidelines (Indicate which written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):

The Royal Charter issued by decree of the King and the Statutes approved by the Cabinet are the guiding documents for the Registrar. Strategic Framework Document is also another guideline for the University. Minutes of the University Council Meetings and Academic Board Meetings.

7. WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors):
· Senior Management Team meeting held once every week with other executive and key officials in the Vice Chancellor’s office.

· University Council Meeting held once after every three months with members who are key official/persons from the Royal Government and private sector. 

· Academic Board Meeting held once after every three months with key officials in the member institutes.

· Heads of Institute’s meetings held once after every three months with the heads of the institutes. 

· Staff Meeting is held on the first week of every month with the staff of the VC office.

· Co-ordinates and organizes selection interviews and the preliminary round of meetings with the selection committees. The selection committee comprises of the stakeholder agencies and ministries and the institutes. The registrar also interacts and meets with the students and the parents and counsels them at times.    

· Registrar meets with the donor agencies regarding the funds for scholarship and for Human Resource Development of the University.

· Regular interactions with relevant ministries/agencies like the Ministry of Education and RCSC related to student and staff training, promotion, transfer and jobs.

8.
SUPERVISION OVER OTHERS (Describe responsibility this position has for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates, both directly and indirectly supervised):


Direct line management responsibilities for Admission Officer, Student Records Officer, Student information systems officer, ICT networks staff, marketing officer, personnel officer and Public Relations Officers.


9.
JOB ENVIRONMENT (Describe physical demands required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts like exposure to hazards such as exposure to chemicals, infections, radiation, extreme weather and other hostile working conditions):
The job of a Registrar, though does not involve much of physical exertion but it is stressful given the fact that he/she has to deal with different academic, administrative, managerial, registration and programme development issues. Further, she/he also has to coordinate several important functions and meetings.
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