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Arrupe Jesuit University invites applications from suitably qualified and
experienced persons to fill the following posts that have arisen within the
institution:

RE-ADVERTISEMENT
ACADEMIC RECORDS SPECIALIST (TWO YEAR FIXED TERM CONTRACT)

This specialty covers the process of managing and supporting the creation,
maintenance and retention of academic records including, but not limited to,
registrations, transcripts, schedules, course descriptions and curriculum
records.

The Academic Records specialist primarily supports academic record functions
throughout the student life cycle, including student academic actions,
registration, enrolment and degree verification, student grades, degree audit,
graduation, and transcript requests. Primarily, the incumbent receives, reviews,
controls and maintains permanent records of academic transactions to produce
complete and accurate student transcripts; processes grade changes and
adjustments; responds to a variety of transcript requests.

Duties and Responsibilities
Essential responsibilities and duties may include, but are not limited to, the
following:

. Receives, reviews, controls and maintains transcripts and documents
for the academic records of current and former students; processes
course grade changes submitted by staff; researches, makes
determinations and processes student requests for grade adjustments
for repeated courses; determines student eligibility on Academic
Renewal petitions; processes petitions for withdrawal including
verification of extenuating circumstances and routes for faculty
approval; verifies eligibility and processes petitions for credit by exam;
updates student records and notifies students of actions taken;
maintains a permanent record of transactions regarding academic
records for verification and audit.

. Receives, logs, verifies, enters and scans incoming academic
transcripts, exam scores and related academic information from other
institutions; enters transcript school and course data in the system;
receives, confirms and processes transcript and verification requests
submitted.

. Receives and processes requests from students for regular and rush
transcripts by established deadlines; notifies students of campus debt



or other holds on their records and collects payments; follows up on
any missing or incomplete data in records; generates and distributes
official AJU transcripts; receives, logs and balances transcript fees
received; waives transcript fees in allowable circumstances.

. Receives and processes a variety of forms and requests including
graduation and transfer certifications, prerequisite verifications, course
repetition, course substitutions, academic dismissal, duplicate diploma
and others; communicates responses and explanations and provides
options to dissatisfied students.

J Compiles and verifies student record data for a variety of purposes;
researches and resolves student record issues, conflicts and
discrepancies; responds to inquiries and provides information to
students, staff, administrators, other institutions and the public on
regulations, policies, procedures and guidelines.

J Stays abreast of updates in policies and procedures and current and
emerging technologies.

. Complies with University retention policies and maintain appropriate
schedule for inactive records.

. May coordinate special events and other functions

. May conduct informational presentations

. Assists with planning and coordination of non-routine projects.

Qualifications and Experience
Any combination of experience and training that would likely provide the
required knowledge and abilities is qualifying. A typical way to obtain the
knowledge and abilities would be:

Experience:

Three years of increasingly responsible experience involving admissions,
student records and/or financial aid processes including experience that
provides familiarity with the maintenance of academic records and issuance of
official transcripts. The incumbent must have extensive experience in
Microsoft Suites - Word, Excel, PowerPoint, PHP based school management
system, web-driven management system based on database software like
MySQL, Oracle, and PostgreSQL. Experience in software programming will be
an added advantage.

Education/Training:

A first degree in Information Systems and Management or an equivalent from
an accredited college or university with coursework in recordkeeping,
database management, statistics, business administration or a related field.



To apply:

Applicants must submit the following: application letter, certified copies of
educational certificates, National ID, Birth Certificate and CVs giving full
personal information including full name, place and date of Dbirth,
qualifications, previous employment and experience, date of availability,
telephone number, email address, names and addresses of three (3) referees
including emails addressed to:

The Human Resources Officer
Arrupe Jesuit University
16 Link Road
Mt Pleasant
Harare
OR
Email applications to hr@aju.ac.zw

The closing date for receipt of applications is Friday 26 January 2024.
Only shortlisted candidates will be contacted for an interview.

Further inquiries or questions about this advert should be directed to Human
Resources Officer through the email address: hr@aju.ac.zw.

NB AJU is an equal opportunity employer as stipulated by its non-
discriminatory policy.
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