
Position:  Transfer Credit Specialist 
 
Department:  Center for Student Success 
 
Reports to:  Assistant Director of Partnerships 
 
Job Summary: Supports student onboarding by evaluating transfer student transcripts and determining 
the credit equivalencies. Maintains the College’s Transfer Evaluation System database (“TES”) and assists 
in the periodic review and updating of credit equivalencies related to articulation agreements. Supports 
the work of the St. Francis College (“College”) Admissions Office, Center for Student Success, and the 
Registrar’s Office, while ensuring departmental credit requirements are upheld in the transfer process.  

Duties and Responsibilities: 

 Create and maintain transfer credit evaluations for all incoming transfer students, readmit 

students with transfer credit, and freshmen with incoming college credit. 

 Seek transfer equivalency approvals from department chairs, general education and/or other 
deans as per College policy and procedures.  

 Reevaluate transfer credits for students who change majors or submit additional transcripts. 

 Pre-evaluate transfer credits as part of recruitment for special populations including, but not 
limited to, readmitting students and students who are applying for direct admission into the 
College’s Nursing program. 

 Assist in the credit evaluation process for students seeking approval to study abroad. 

 Assist in the periodic review and updating of articulation agreements. 

 Manage the TES database and repository of standard equivalencies.  

 Develop and maintain student case files and records. 

 Maintain current knowledge on the policies, degree programs, prerequisites, and other advising 
or course information necessary to provide accurate course scheduling.  

 Ensure proper security for student educational records in accordance with the Family 
Educational Rights and Privacy Act (“FERPA”) 

 Participate in specific weekend and evening events during the academic year such as, but not 
limited to, the College's Open House, Admitted Student Day, visits to partner organizations, and 
orientation events. 

 Perform all other related duties as necessary; perform all other duties as directed. 
 

Qualifications: 

 Bachelor's degree required from an accredited program. 

 Minimum of one year of experience in an administrative role with data entry and tracking 

strongly preferred. 

 Ability to follow detailed instructions and workflow. 

 Team-oriented with strong communication, presentation, and organizational skills. 

 Proficient with the Microsoft Office Suite; strong Excel skills are required. 

 Awareness and sensitivity to the needs and expectations of college students. 

 Culturally sensitive, caring and friendly with a deep understanding and appreciation of an 

inclusive multi-cultural college community and the Franciscan traditions of St. Francis College. 

 An appreciation of working in an inclusive, engaging and diverse college environment.  

 Ability to work with a diverse student and staff population. 



About St. Francis College:  

 

For over 150 years, the mission of St. Francis has been to provide an affordable, quality education to 

working class people who otherwise may not be able to attend college. We educate the whole person 

for a full, relational life, developing the students' talents and abilities for meaningful, fulfilling careers, as 

well as for collaborative, service-oriented leadership. The College strives to offer ample opportunities 

for students to immerse themselves in the intellectual, cultural and professional opportunities afforded 

by New York City and to serve the needs of the local community in which they live and study. Our 

location in Brooklyn Heights provides a confluence of cultures and religious beliefs, mirroring our 

commitment to maintain and celebrate our diverse student body.  

St. Francis College is strongly committed to diversity and inclusion on our campus and all qualified 

applicants will receive consideration without regard to age, race, creed, color, national origin, sexual 

orientation, gender identity or expression, military status, sex, disability, predisposing genetic 

characteristics, familial status, marital status, status as a victim of domestic violence or any other 

characteristic protected by law. We are an Affirmative Action, Equal Opportunity employer and we are 

committed to increasing the diversity of our faculty, staff, students, and the curriculum. Qualified 

candidates of diverse backgrounds are therefore encouraged to apply. 

Interested applicants can apply by clicking here. 

 
 
 

https://form.jotform.com/sfcollege/transfer-credit-specialist

