
 
 

Assistant Registrar 
 
Kentucky Wesleyan College is a leader in liberal arts and professional education with a long-
standing reputation for quality and academic excellence. Currently serving approximately 700 
students, Kentucky Wesleyan provides a challenging and supportive academic experience, a 
positive work environment, and a stimulating culture. The College produces highly qualified 
graduates who become successful professionals in the career of their choice and valuable 
members of their communities. 
 
Kentucky Wesleyan College seeks applicants for a full-time Assistant Registrar. We are looking 
for a dynamic colleague with a passion for serving students and faculty, while upholding the 
highest standards of academic integrity. Reporting to the Registrar, the Assistant Registrar is 
responsible for the managing the online bookstore in addition to maintaining student academic 
records for the College. Responsibilities include but are not limited to: 

• Maintaining accurate institutional records. 
• Managing registration. 
• Evaluating prospective and entering transfers’ college transcripts and awarding credit. 
• Assisting students, faculty, and staff with questions and providing information as needed. 

 
Qualifications 
Applicants should have at least three years of previous experience in data and/or records 
management and a bachelor’s degree. Previous experience in a college Registrar Office and a 
master’s degree are preferred. Excellent communication and organizational skills are required, as 
is the ability to provide excellent customer service to a diverse population. Strong computer 
skills and technological experience are essential, as is attention to detail and the ability to work 
independently. Previous experience with the CAMS Enterprise system is a plus. The full job 
description is posted at https://kwc.edu/about-wesleyan/employment-opportunities/. 
 
To Apply 
Please submit a letter of applications, resume, and the contact information for three professional 
references to Cindy Sublett, Human Resources, at csublett@kwc.edu. The College will not 
sponsor applicants for work visas. If possible, please submit materials as a single PDF file. 
 

Review of applications will begin immediately and will continue until the position is filled.  
The start date is August 1, 2018 

 
Kentucky Wesleyan College is an equal opportunity employer. 

 
 

https://kwc.edu/about-wesleyan/employment-opportunities/
mailto:csublett@kwc.edu


About Owensboro 
Kentucky Wesleyan College is located in Owensboro, Kentucky, a vibrant, beautiful, and safe 
city on the Ohio River.  Owensboro offers a big-city feel with southern charm and is easily 
accessible from metropolitan locations such as Evansville, IN; Louisville, KY; Nashville, TN; 
and St. Louis, MO. 
 
With more than 20 annual celebrations, including the International Bar-B-Q Festival, Owensboro 
is known as Kentucky’s Festival City.  Owensboro also has received several awards recognizing 
various positive aspects of the city, including the Top 100 Best Small Cities in the Nation (2015), 
the Best-Performing Cities (2016), and the All-American City Award (2013). 
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