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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00501

	Pay Grade:
	7

	Title:
	Student Records Systems Team Lead

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Student Records System Team Lead is responsible for planning, developing, documenting, and monitoring the process flows and schedules of the Student Records systems. Communicates with faculties and departments to coordinate and accommodate record requests.

	Purpose and Key Functions:
	· Interact and communicate with various levels of McMaster’s community regarding student records, policies, processes, and procedures.

· Evaluate data query requests and assess feasibility and requirements to fulfill the requests.

· Respond independently to student records questions, issues, and problems. Determine the scope of the issue and provide advice on how to resolve the problem.

· Direct daily operations of the Records Team, analyze workflow, and establish priorities to ensure that scheduled deadlines are met for various academic sessions and cycles.

· Manage several databases. 

· Write queries to import and export data from a variety of database applications and maps data.

· Perform preliminary investigations and troubleshooting of student record issues and questions such as batch job errors and data inconsistencies 

· Monitor and reconcile budget expenditures. 

· Complete financial forms including travel expense reports, electronic cheque requisitions, purchase orders, and journal entries.

· Develop monthly batch processing schedules in the absence of the Student Records Systems Administrator.

· Record hours for casual employees in the payroll system.

· Write and maintain a variety of documents such as correspondence, process and procedural documentation, user manuals, user documentation, and inventory listings of job processes.

· Review and interpret Canada Revenue Agency tax regulations regarding eligibility for tuition, education, and textbook amounts.

· Reconcile database with other systems to ensure that data is correct and students are eligible for convocation. 

· Process data for the Records Team during peak periods including grade collection, grade changes, entering updates, registrations, and information verification.

	Supervision:
	Provide lead hand supervision and is responsible for the quality and quantity of work of others.

	Requirements:
	2 year Community College diploma in Computer Systems or related field.

Requires 3.5 years of relevant experience.

	Assets:
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	Additional Information:
	     


