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POSITION PURPOSE 
Evaluate and record credit equivalencies for general education and program requirements for transfer 
students requesting admission into the University.  Knowledge of general office routines as well as an 
understanding of academic requirements is used to evaluate transcripts. 
 
ESSENTIAL JOB FUNCTIONS 
- Receive, maintain and relay information regarding academic background of transfer students.  

Obtain transcript materials and placement test scores on applicants for admission; audit transcripts 
for authenticity and ability of credits to transfer and fulfill general education and program 
requirements; post credits to be transferred and applicable University course equivalency 
information to student record. 

 
- Answer and direct incoming phone calls.  Provide information to students, faculty members, 

representatives of other colleges or universities and the general public regarding the transfer of 
credits to the University and general education requirements.  Notify transfer students of transcript 
evaluation results and exemption from University course requirements. 

 
- Maintain on-line transfer student credit records.  Obtain information from other colleges and 

universities pertaining to course content and requirements; consult on-campus faculty specialists to 
solicit advice on credit equivalencies for courses, update equivalency charts used to evaluate transfer 
credits based on information received. 

 
- Provide assistance to others seeking information on transfer credit evaluation policies and 

procedures.  Access student records to provide information to students and academic units on course 
equivalencies and transferred credits; prepare correspondence relating to transfer students transcript 
evaluation. 

 
- Provide functional supervision to a small number (1-3) of student and part-time support personnel.  

Assign, monitor and review work activities.  Train in appropriate methods and procedures. 
 
- Perform related work as assigned. 
 
 
 
THIS DESCRIPTION IS INTENDED TO INDICATE THE KINDS OF TASKS AND LEVELS OF WORK DIFFICULTY THAT WILL BE REQUIRED OF POSITIONS THAT WILL BE GIVEN THIS 
TITLE AND SHALL NOT BE CONSTRUED AS DECLARING WHAT THE SPECIFIC DUTIES AND RESPONSIBILITIES OF ANY PARTICULAR POSITION SHALL BE.  IT IS NOT INTENDED TO 
LIMIT OR IN ANY WAY MODIFY THE RIGHT OF ANY SUPERVISOR TO ASSIGN, DIRECT AND CONTROL THE WORK OF EMPLOYEES UNDER THEIR SUPERVISION.  THE USE OF A 
PARTICULAR EXPRESSION OR ILLUSTRATION DESCRIBING DUTIES SHALL NOT BE HELD TO EXCLUDE OTHER DUTIES NOT MENTIONED THAT ARE OF SIMILAR KIND OR LEVEL 
OF DIFFICULTY. 
 
 



 
ADDITIONAL COMMENTS 
This classification performs responsible and independent credit evaluation as part of the admissions 
process for students wishing to transfer to the University.  This level performs tasks which are 
procedural in nature.  Incumbents must search for solutions or new applications within an area of 
learned skills and are expected to set their own priorities, subject to supervisory review and approval.  
Functional work direction may be provided to a small number (1-3) of lower level clerical and part-time 
and temporary positions.  Incumbents must exercise keen attention to detail and the ability to 
communicate effectively with University personnel, students and the general public.  This classification 
is typically found in the Admissions Office in the Division of Student Affairs and reports to and receives 
work direction from a management level position. 
 
MINIMUM QUALIFICATIONS 
- High school graduate or equivalent combination of education and/or experience. 
 
- Considerable knowledge of University policies and procedures pertaining to the transfer of credits 

from other colleges and universities. 
 
- Ability to communicate effectively with others. 
 
- Ability to prioritize work, with keen attention to detail. 
 
- Ability to operate standard equipment. 
 
- Typically, incumbents have held lower level student records support positions. 
 
 
 
 
 
 
 
 
 
 
 
 
SA420 


