
Manhattan Christian College 
1415 Anderson Avenue 

Manhattan KS 66502  

 

Announces a search for: 
 

Director of the Registrar’s Office 

 
Manhattan Christian College is a private four-year higher education institution committed to 

educating, equipping, and enriching Christian leaders.  Our vision is to see students graduate 

with the ability to penetrate the world with the gospel, regardless of their chosen profession.  

MCC offers accredited, undergraduate programs in Christian Ministry as well as a dual degree 

program with Kansas State University.  In addition, MCC offers adult degree completion 

programs online.  The college is located directly across the street from Kansas State University 

and enjoys the vast benefits from partnering with a major university and being located in a 

college town.  Manhattan Christian College is an independent college which is affiliated with 

independent Churches of Christ and Christian Churches. 
 

Summary:  Providing the infrastructure of the academic office, the DRO (registrar) manages 

student records and serves as a liaison in this area for students, staff, and faculty.  The DRO also 

ensures timely academic data compliance with outside agencies involved in accreditation and 

evaluation of Manhattan Christian College as an institution of higher education.   

 
 

Qualifications: 

• Bachelor’s degree required, Master’s degree preferred (educational administration or 

related field). 

• Higher education experience. 

• Experience in academic office preferred. 

• Effective interpersonal, written, and verbal communication skills. 

• Detail-oriented approach. 

• Proficiency in MS Word, Excel, and data analysis (Proficiency in Empower preferred). 

• Ability to work as a member of a team. 

• Intrinsically motivated. 

• Agreement with the values, mission, and doctrinal positions of Manhattan Christian 

College. 

• Acknowledge Jesus Christ as Lord and Savior, demonstrating increasing conformity to 

the image of Jesus. 

 

Responsibilities: 

• Organize and maintain student records, registration and graduation functions, including 

transcript evaluations and preparation. 

• Report academic data to government and educational agencies (e.g. KICA, ABHE, 

IPEDS, HLC) consistent with their standards. 



• Develop and maintain the academic line schedule including room assignments, class 

sizes, materials, etc. 

• Maintain the academic catalog. 

• Coordinate academic advising. 

• Monitor academic progress of students, providing timely and appropriate notice 

regarding Dean’s List, Academic Warnings, Athletic Eligibility. 

• Comply with FERPA confidentiality standards. 

• Administer MCC’s learning management system. 

• Serve as the primary liaison for SEVIS. 

• Serve as a member of the academic council. 

• Serve as a member of select academic committees as appointed by VPAA. 

• Serve as a member of the admissions committee. 

 

Department:  Academic Affairs 

Employment: Full-Time, 12 Months 

Salary: Dependent on credentials and experience  

Benefits:  Full-time benefits available 

Reports to: Vice President for Academic Affairs (VPAA) 

Posting Date for Applications: November 20, 2019 

Closing Date for Applications: Until position is filled 

Position Available: December 9, 2019 

Nondiscrimination Policy:  Manhattan Christian College is an Affirmative Action, Equal 

Opportunity Employer. Manhattan Christian College does not discriminate against persons 

seeking admission or employment on the basis of race, color, national or ethnic origin, age, 

gender, or physical disabilities (consistent with Section 702 of Title VII of the 1964 Civil Rights 

Act which deals with exemption for religious convictions). Equal opportunity is afforded for all 

individuals in regard to college policies, consideration of financial assistance, and campus 

involvement. 

 

Instructions for Applicants:  The successful candidate will undergo an initial committee review 

of cover letter and resume, contacting of references, and interview.  This posting requires that 

applicants send a cover letter and resume along with three professional references.  References 

both on and off list may be contacted. 

 

Contact:  Dr. Greg Delort, Vice President for Academic Affairs 

    Manhattan Christian College 

   1415 Anderson Avenue, Manhattan KS 66502 

   gdelort@mccks.edu  

   (785) 539-3571  

mailto:gdelort@mccks.edu

