
OFFICE OF THE VICE-CHANCELLOR
ATTN: THE SECRETARY
COUNCIL SEARCH COMMITTEE (POST OF REGISTRAR)
NO. 5 ALBORAN STREET
SOUTH LEGON (GA-194-3855)
POSTAL OFFICE BOX GP 667
AACCRA

REGISTRAR

TENURE

The Registrar shall be appointed for a period of four (4) years. The appointment may be 
renewed, upon application for a further term of up to four (4) years only, if that is not beyond 
the statutory retirement age of sixty (60). Qualied applicants should be able to complete one 
full term prior to attaining the statutory retirement age.

MODE OF APPLICATION

Interested applicants should forward an application letter together with the following:
  An up-to-date curriculum vitae with documentation on personal history, academic 
credentials, professional certicate and working experience
  A vision statement (maximum of ve pages) in standard font size and the strategy for 
attainment to the following address: searchcommittee@unimac.edu.gh

QUALIFICATIONS

ATTRIBUTES

Must have at least 10 years relevant post-qualication experience in a similar position in a 
higher educational institution, as well as a strong appreciation of the academic environment. 
A minimum of four out of the relevant years of experience should be a Deputy Registrar 
position or an equivalent senior management level. 

Eligible applicants must demonstrate:
Strong administrative and managerial competence.
Excellent organisational and time-management skills. Excellent communication, 
interpersonal and negotiation skills.
High sense of integrity and ethical standards.
Ability to pay attention to detail. 
KnKnowledge of human resource management and planning, applicable in a university setting.
Ability to handle multiple Registry work schedules/tasks (academic, human resource and 
general administration) and produce results. 
Strong computer literacy skills.

The Applicant:
Must hold at least a master’s degree in Higher Education Management and Administration/ 
Education: Administration, Social Sciences or a related eld with an academic/ professional 
qualication in Higher Education Administration from a recognised tertiary institution.
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