
Edison State College, the largest community college in southwest Florida, 
seeks a progressive, dynamic administrator to serve as Registrar. The Registrar 
provides the overall leadership and management of the College’s student 
registration process. The review of applications begins immediately.

Invites Applications and Nominations for

Registrar

F o r t  M y e r s ,  F l o r i d a



The Opportunity
The Office of Registrar at Edison 
State College is a fast-paced, student-
centered environment that offers both 
variety and challenges in directing 
the registration process for three 
campuses and one center throughout 
a five-county area. As a member 
of the Enrollment Management 
team and a college administrator, 
the Registrar has a principal role in 
shaping and guiding the registration 
and enrollment management process 
for the College.  

The Registrar will have the ability 
to develop and implement new 
programs and processes to ensure 
integrity of the registration system, 
while advancing the services offered 
through new technology initiatives. 
Additionally, this administrator is 
responsible for the integrity and 
confidentiality of academic records, 
complete compliance with FERPA, 
accurate federal enrollment reporting, 
and quality control assurance of 
student records.

The Registrar leads a department 
responsible for all activities pertaining 
to registration of all first-time, 
transfer, and returning students, 
as well as all activities related to 
the smooth functioning of student 
records, college catalogue, residency 
statutes and rules, graduation, and all 
other related college processes. The 
administrator motivates, engages, 
leads, and mentors the registration 
team in a collaborative effort with 
enrollment management. 

Other responsibilities include:

• Provides overall leadership for the 
Office of the Registrar including, 
but not limited to, establishing 
goals and objectives for the 
department in collaboration with 
appropriate college leadership

• Oversees staff utilization of the 
Banner System for registration 

• Ensures the integrity and 
confidentiality of academic 
records, maintaining compliance 
with FERPA, the Solomon Act, and 

other college policies and state 
and federal regulations

• Supervises the coordination, 
evaluation, and certification 
of all graduation applications, 
while overseeing the complete 
graduation process to include all 
elements of the rehearsal and 
ceremony

• Provides leadership and develops 
appropriate recommendations 
for the implementation of related 
technology applications in support 
of enhanced services offered 
through the department

• Prepares and maintains the 
college operating procedures for 
the Registrar’s office

Qualifications
The ideal candidate will have an 
appropriate combination of education, 
training, and experience in student 
personnel services, higher education 
administration or a related field. 
Experience as a Registrar in a Florida 
college of similar size as Edison State 
College is preferred. The candidate 
should be well-versed and skilled 
in student services technological 
resources, preferably with experience 
of Banner and Degree Works.

A bachelor’s degree from a regionally 
accredited institution of higher 
education is required; a master’s 
degree with academic preparation and 
training in student personnel services, 
higher education administration, or a 
related field is preferred. Candidates 
should have five years of full-time 
professional work experience in 
a secondary or higher education 
registration, enrollment management, 
or admissions office.

The successful candidate will have 
the knowledge and skills to build 
and maintain positive, productive 
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relationships with students, faculty, 
staff, and administrators.  Other 
qualifications include:

• Strong organizational and planning 
skills, as well as a working 
knowledge of budget management

• A commitment to student-
centered enrollment services 
strongly desirable

• Experienced advanced user of an 
integrated student database

Candidates should have demonstrated 
the ability to:

• Communicate effectively, both 
orally and in writing

• Establish and maintain effective 
working relationships with faculty, 
staff, students, and the public 

• Work in a fast-paced, demanding 
environment

• Exercise discretion and good 
judgment at all times and in all 
contexts and maintain client 
confidentiality

• Work effectively with all 
constituencies of the College

• Collect, organize, analyze, and 

present legal and governmental 
information in a meaningful 
manner 

Edison State College
Established in 1962, Edison State 
College is the 13th largest community 
college in the Florida College System. 
The mission of Edison State College 
is to inspire learning; prepare a 
diverse population for creative and 
responsible participation in a global 
society; and serve as a leader for 

intellectual, economic, and cultural 
awareness in the community.  

Edison State is the most accessible 
and most affordable institution of 
higher education in Southwest Florida. 
Edison delivers academic programs 
ranging from collegiate charter high 
schools through bachelor’s degrees.

Edison’s 25,000 students may pursue 
one of more than 18 associate 
degrees and 10 bachelor’s degrees 
on the College’s Lee Campus in Fort 
Myers, Collier Campus in Naples, 
Charlotte Campus in Punta Gorda, and 
the Hendry Glades Center in LaBelle. 
Edison also offers courses through 
Edison Online. Each of the campuses 
is uniquely positioned to address 
the needs of its community and the 
individual counties. 

In Fall 2012, Edison became a 
residential college with the opening of 
student housing on the Lee Campus.

Edison State College is governed by 
its Board of Trustees composed of 
nine representatives from Charlotte, 
Collier, Hendry, Glades, and Lee 
counties. The members are appointed 
to four-year terms by the Governor of 
Florida.
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An international airport and several 
regional airports serve the area.         

Fort Myers, Florida
Fort Myers is located in Southwest 
Florida, alongside the inviting waters 
of the Gulf of Mexico. Year-round 
balmy temperatures add to the charm 
of an area that provides an array of 
activities indoors, outdoors, on water, 
and on land.

The Barbara B. Mann Performing 
Arts Hall on the College’s Fort Myers 
Campus and The Philharmonic Center 
for the Arts in Naples area offer a 
multitude of cultural activities. Also 
available is world-class dining and 
shopping and state-of-the-art medical 
care and resources.  

Residents enjoy a variety of sporting 
events, including major league 
baseball spring training, minor league 
baseball and hockey teams, arena 
football and numerous community 
leagues. There are also plenty of 
championship golf courses, in addition 
to activities ranging from tennis, 
fishing, kayaking and canoeing to 
boating, biking and hiking. 

Southwest Florida is home to 
numerous historical landmarks, 
parades, theatrical shows, and festivals. 
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ApplicAtions & nominAtions

Send nominations, inquiries, and letters of application (cover letter, resume, 
and five references with full contact information) to:   

Edison-Registrar@myersmcrae.com   

Application deadline is November 24, 2012.

Myers McRae Executive Search and Consulting is assisting Edison State College 
with this search. The consultant team leaders are: 

Emily P. Myers
President and CEO of Myers McRae

Kenny Daugherty
Executive Vice President and COO of Myers McRae

Edison State College is an equal access, equal opportunity institution.


