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CISCO COLLEGE

Job Title: Transfer Evaluation and Graduation Specialist
Date Posted: August 17, 2026

Posting End Date: Until Filled

Start Date: Immediately

Cisco College Mission & Purpose: The Mission of Cisco College is to provide quality,
affordable, educational opportunities to meet the diverse academic, technical and
career needs of the students and communities we serve. Cisco College maintains an
open-door admissions policy and provides an array of educational programs offered at
two primary locations, Cisco and Abilene, in addition to many off-campus sites. Cisco
strives for an institutional culture of innovation, collaboration, faculty and staff
empowerment and recognition, and an openness to change that underscores our
commitment to a shared mission and vision.

Cisco College Core Values: Cisco College facilitates student success by ensuring
opendoor access to diverse educational opportunities, embracing innovation and best
practices, and providing effective student support. Cisco College insists on excellence in
our programs, instruction, services, management, and learning environment.

Cisco College Guiding Principles: Learning, Respect, Integrity, Communication,
Cooperation, Joy, and Innovation.

Position Summary

The Transfer Evaluation and Graduation Specialist is responsible for evaluating transfer
coursework from accredited colleges and universities, maintaining accurate degree
audit records, and coordinating the graduation process for students. This position works
collaboratively with Admissions, Advising, Academic Divisions, and other campus
departments to ensure students receive appropriate transfer credit and meet all
graduation requirements in accordance with institutional policies, state regulations, and
accreditation standards.

Essential Duties and Responsibilities
Transfer Credit Evaluation

« Evaluate official transcripts from accredited colleges and universities for transfer
credit.

« Apply institutional transfer credit policies and articulation agreements.

o Consult with academic departments regarding specialized coursework and
transfer equivalencies.
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Update student records in the Student Information System (SIS) to reflect
approved transfer credit.

Communicate transfer evaluation decisions to students, advisors, and college
personnel.

Maintain current knowledge of transfer policies, statewide articulation
agreements, and higher education regulations.

Graduation Coordination

Coordinate the graduation application process and ceremonies each semester.
Review student records to determine eligibility for degree or certificate
completion.

Verify completion of general education, program, residency, GPA, and other
graduation requirements.

Work with advisors and academic departments to resolve outstanding graduation
issues.

Notify students regarding graduation status.

Prepare graduation eligibility reports and maintain accurate graduation records.
Coordinate with campus departments to support graduation ceremonies.
Assist with diploma ordering and distribution.

Student Services

Provide exceptional customer service to current and prospective students.
Explain transfer policies, graduation requirements, and degree completion
processes.

Respond to student inquiries in person, by telephone, and electronically.

Assist advisors and faculty with interpretation of transfer evaluations and degree
audits.

Records and Compliance

Maintain confidentiality of student records in accordance with FERPA.
Ensure compliance with institutional, state, federal, and accreditation
requirements.

Maintain accurate electronic records and documentation.

Assist with audits, reporting, and data verification.

Participate in testing and implementation of Student Information System
enhancements related to records, transfer evaluations, and graduation.

Other Duties
« Assist with commencement planning and related activities.
« Participate in professional development and training.
« Serve on college committees as assigned.
o Perform other duties as assigned.
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Minimum Qualifications

o Associate degree required; Bachelor's degree preferred.

o Two years of experience in higher education, admissions, registrar, records,
advising, or a related field preferred.

o Experience evaluating college transcripts or degree audits is preferred.

o Experience using a Student Information System (SIS) is preferred.

Preferred Qualifications

Bachelor's degree.

Experience working in a Registrar's Office or Admissions and Records.
Experience with transfer articulation systems and degree audit software.
Knowledge of Texas Higher Education Coordinating Board (THECB) transfer
guidelines and community college regulations.

o Experience with Ellucian Colleague, Jenzabar, Anthology Student, or other
higher education student information systems.
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