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Job Title: 		Analyst & Records Process Lead
Job Number:			A-499 | VIP: 1992			
Band:			OPSEU-12								
Department: 			Office of the Registrar					
Supervisor Title: 	Associate Registrar & Director, Student Records and Scheduling
Last Reviewed:			March 18, 2026

Job Purpose: 
The Analyst & Records Process Lead is responsible for optimizing student‑facing and administrative systems and processes to support efficient Registrar’s Office operations and an exceptional student experience. They serve as the technical subject matter expert for core platforms, oversee student records processes, and under the direction of the Associate Registrar & Director, Student Records and Scheduling, provide guidance to the Records & Registration and Enrolment Services team. They lead the development, implementation, and continuous improvement of systems and processes, ensuring data accuracy, policy alignment, and high‑quality service delivery. The Lead collaborates with Information Technology and partners across the university to enhance system functionality, support operational priorities, and contribute to institutional planning and projects. 
Key Activities:
Business Systems & Process Analysis
· Acts as the technical subject matter expert, providing recommendations and implementing system and process changes.
· Leads needs assessment, development, testing, and documentation of business systems to improve efficiency and service delivery.
· Support users in effective system use, including the development of optimization strategies and training materials. 
· Monitors data quality and integrity through audits and analysis, resolving issues to maintain operational accuracy.
· Researches and recommends software and hardware solutions, including cost-benefit analysis.
· Creates implementation plans for new processes and stays current on industry practices to drive continuous improvement.
Systems Administration & Support
· Acts as the primary liaison between the Office of the Registrar and IT. 
· Monitors system performance and coordinates timely resolution of outages and technical issues.
· Serves as system lead for key platforms (e.g., MyCreds, Self-Service, degree audit, Academic Calendar software), overseeing maintenance, updates, and troubleshooting to ensure uninterrupted service.
· Responsible for the analysis and maintenance of accurate program, course, and registration rules within the Student Information System in alignment with academic regulations.
· Leads testing, requirements analysis, and optimization of system functionality to support operational needs and enhance user experience.
· Provides guidance and training to staff on system updates and new features to ensure effective adoption.
Student Records Leadership 
· Provides day-to-day leadership to Records & Registration and Enrolment Services teams, including delegating work, overseeing workflows, maintaining documentation, supporting skill development and team engagement, mentoring, and leading project‑based and operational training activities.
· Ensures the integrity, accuracy, and compliance of student academic records in accordance with records and privacy policy.
· Oversees large-scale records processes such as academic assessments, degree conferral, and coordination of work required to support convocation and prepares official lists for Senate approval.
· Serves as a primary resource and subject matter expert for students, academic advisors, faculty, and administrative staff regarding the interpretation and application of academic regulations and degree requirements.
· Provides guidance and support for processes related to undergraduate petitions, including preparation for committee review, and maintaining accurate records. May assume expanded responsibilities for petition review and decision-making as required.
· Oversee the development and maintenance of process documentation for Records and Enrolment Services functions.
· Advises management on systems or process changes and contributes to records and registration related policy development and strategic planning.
· Leads reporting and data analysis and serves as the lead for external audits and mandated reporting requirements.
· Collaborating with Graduate Studies and the Office of the Provost, serves as functional lead for the Academic Calendar.
· Consults on student records and information systems, participating on committees as required, reviewing proposals, and providing compliance and operational expertise.
Institutional Engagement & Projects
· Works closely with Associate Registrars to support operational objectives and manages administrative process improvement projects.
· Represents the Office of the Registrar on internal and external working groups and committees.
· Engages in institutional communities of practice to share expertise and collaborate on improving cross-portfolio processes and standards.
· Assists with institutional recruitment and retention efforts by participating in internal and external events.
Education Required:
· Four (4) years Honours Bachelor’s Degree in Business Administration, Information Technology or equivalent related education and experience. 
· Master’s degree in a relevant field preferred. 
Experience/Qualifications Required:
· Five (5) years of progressively responsible experience in a registrarial environment required, including significant experience with student records and registration.
· Strong time management, project management and organizational skills
· Strong knowledge of software systems, including Student Information systems, Academic Calendar software, service management systems and transcript and letter systems. Colleague ERP experience is required.
· Ability to quickly learn business processes and understand business needs.
· Excellent interpersonal, communication and customer service skills required.
· Ability to work both independently and as a member of a team.
· Demonstrated intermediate level proficiency in the use of MS Office (specifically Word, Excel, Access). 
· Ability to work accurately in stressful conditions within tight deadlines required.
· Occasional extended hours or brief on‑call availability during peak periods or university closures (e.g., holiday closure).
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