Kansas Board of Regents
Position Description for Program Specialist
Academic Affairs and Private and Out-of-State Postsecondary Education

Date: August 2026

Name: Vacant

Position No.: K0221329

Supervisor:  Director for Academic Affairs, Private and Out-of-State Postsecondary Education

Brief Description of Position:

The Program Specialist serves as the liaison between the Board and regulated institutions and
support Private and Out-of-State Postsecondary Education by coordinating institution applications,
providing support to institutional staff regarding the application process, and conducting initial
reviews of submitted applications for completeness. This position assists new institutions through
the approval process, coordinates annual renewal applications, maintains related records,
supports student records requests, and updates the Private and Out-of-State Postsecondary
Education section of the agency’s website.

Position Duties:
Institution Applications and Renewals

Coordinate initial and renewal application processes, including timelines, due dates, ubmission
requirements, fee payments, late fees, surety bonds, and certificate issuance.

Communicate with institutions regarding application requirements, missing information,
incomplete forms, required fees, institutional representatives, and financial statement
requirements.

Provide support and guidance to institutional staff regarding approval requirements and
application process.

Maintain application records, correspondence, fee logs, and related documentation.

Application Completeness Review

Serve as the first point of contact for institution inquiries and provide information regarding the
approval process.

Conduct the initial reviews of submitted applications and supporting documentation for
completeness, accuracy, and minimum statutuory and regulatory requirements.

Recommend appropriate next steps after the initial application review for review by the
Associate Director and Director.

Participate in institutional visits, as needed, to support verification of submitted information.

Student Records

Manage student records from closed institutions, including imaging, indexing, transfer, storage,
and retrieval processes.

Process student transcript requests and related records inquiries as needed.

Maintain unit and school files, including confidential student records from closed institutions.



Assists with student records responsibilities related to institutional closures.
Purge files in accordance with official state record retention and disposition policy

Unit Support and Communication

Review information maintained in the regulatory management system (KPODS) for accuracy
and completeness.

Provide information and technical assistance to institutions, students, other state agencies, and
members of the public regarding the Board’s regulatory authority of private and out-of-state
postsecondary education.

Provide program and administrative support to the Director for Academic Affairs and unit staff.
Perform other duties as assigned

Supervisory Duties: No

Required Qualifications:

Experience supporting administrative, records, application, customer service, or related
operational processes.

Strong customer service and interpersonal skills.

Strong organizational skills and attention to detail, with the ability to prioritize multiple projects
and meet deadlines

Strong oral and written communication skills

Proficient in Microsoft Office applications, including Word, Excel, PowerPoint, and Outlook
Ability to work independently and as part of a team.

Demonstrated flexibility in responding to varied demands and changing priorities

Preferred Qualifications:

Bachelor’s Degree in education, public administration, business, communications, or a related
field.

Experience in a postsecondary education setting or regulatory environment.

Experience supporting application review, records management, institutional communication,
or student records processes.



