REPRESENTATIVE DUTIES:

The following essential duties serve to demonstrate the general types of duties and functions this
position requires, but may vary slightly depending on the program/division for which the position
exists under.

ESSENTIAL DUTIES:
Lead and participate in a varietf student services support functions including student
attendancerecordkeeping, registration, enrollment and computer system functions; oversee and
assure smooth and efficient student service processes and assist in assuring program/division needs
are being met; assist i@ssuring proper registration, enrolimeattendance accounting and
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s, conflicts and discrepancies in a proper and timely manner.
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