
 
 

Associate Registrar–Graduate Studies 
 
Department:   Registrar’s Office 
Contract: Full-Time 
Effective: July, 2022 
 
Role Summary:  
The Associate Registrar-Graduate Studies is responsible for the management and supervision of all activity related to 
registration, records management, degree audits, articulation and assessment services, Student Information Systems 
accuracy, and official interaction on behalf of the Office with other administrative or faculty units for Graduate Programs. 
Working through team leadership, the Associate Registrar-Graduate Studies serves as the team-lead for all Registrar’s Office 
roles related to Graduate Studies. The Associate Registrar-Graduate Studies is expected to handle multiple responsibilities, 
solve complex problems and ensure that systems and processes meet service expectations and strategic goals for Registrar’s 
Office needs.   
 
In addition, the Associate Registrar-Graduate Studies is responsible for assisting the Registrar in other key areas and acting 
as the Registrar in his/her absence. In the absence of the Registrar, the Associate Registrar-Graduate Studies may act on all 
matters, including making decisions, handling appeals, attending meetings, interpreting and implementing policies, etc. that 
the Registrar normally engages in while on campus.  
 
The Associate Registrar-Graduate Studies is a member of the Registrar’s Office team and reports directly to the Registrar.  
 
Qualifications:  
The successful candidate should have a role-related Bachelor’s degree and ongoing professional development within post-
secondary administration. A minimum of seven years of related experience in successful and developing post-secondary 
administration is ideal. 
 
The successful candidate should demonstrate an understanding of Crandall University. Additionally, the successful candidate 
must demonstrate: excellent interpersonal, team, and client service skills; strong organizational and problem-solving skills; 
and written and verbal communication skills.  This individual must also demonstrate a proven ability to multi-task and have 
good computer skills in Microsoft Office products.  The successful candidate must have the ability to maintain confidentiality 
and discretion.  They must be self-directed and motivated while maintaining a strong leaning toward team and relationship 
building. 
 
Particulars of the Role: 
In accordance with Canadian immigration regulations, this advertisement is addressed first to Canadian citizens and 
permanent residents. Crandall University is committed to excellence in its hiring practices, and will accept internal and 
external applicants in seeking the most qualified candidate.  
 
Crandall University is a growing Christian university offering baccalaureate degrees in Arts, Business Administration, Science, 
and Education and master degrees in Education and Management. Located in Moncton, New Brunswick, Canada, it was 
established by the Canadian Baptists of Atlantic Canada. Crandall University is provincially chartered to grant degrees and 
certificates for undergraduate and graduate programs and serves students from across Canada and around the world. 
 
To be considered for appointment, candidates must demonstrate an understanding of and freely embrace the University’s 
Mission Statement and Statement of Faith. Short listed candidates will receive copies of these two documents prior to the 
interview.  
 
Salary:   Level 4 ($40,000-52,810), depending on qualifications and experience. 
 
Application deadline: May 30, 2022 (Competition will remain open until the position is filled.) 
 
Qualified applicants please forward cover letter outlining why you should be considered for this position along with 
your résumé:    Marybeth LeBouthillier 
      Registrar 
      Email: marybeth.lebouthillier@crandallu.ca 
       

 
 

We thank all applicants for their interest.  Only those selected for an interview will be contacted. 


