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[bookmark: _GoBack]The Undergraduate Records Coordinator position is a critical one for students, faculty advisers and is mission-critical to the Registrar’s Office in terms of constituent service and efficiency. The person in this position is responsible for interacting with all undergraduate students, including at the Centers. The primary duties are: advising students on core requirement completion, updating transfer credit, meeting students regarding progress to degree, and degree awarding.
This person also responds to faculty advisers and their inquiries regarding policy, programs and processes.
The original position that Ms. Maestas, now Registrar at Luna CC, was hired for was to serve as a liaison for Center students only, and of those students, undergraduates only. That position morphed into the current job description, attached, and responsibilities.
Currently, the majority of the job responsibilities are being performed by the Assistant Registrar, in addition to her normal duties, with support from the Registrar. Dr. Linder has indicated that the Registrar’s Office, and the Assistant Registrar in particular, will need to play a major role in HED projects that also address HLC concerns, that include: state-wide degree mapping, common course numbering (which involves significant work in updating catalog and Banner), and the development of meta-majors. Attention to these projects by the Registrar’s Office will not be possible without the replacement of the Undergraduate Coordinator position.
