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CoastPines

TECHNICAL COLLEGE





POSITION:   Adult Education Program Data Manager 

           Wayne County
STATUS: Part-time (19 hour’s week)
Monday through Thursday     

8:00-1:00pm
DUTIES:

· Successful applicant will be responsible for overall data management in the state data base system (GALIS) to maintain electronic files, run reports, provide timely feedback to instructors to improve the quality of data, confirm student attendance hours and TABE test scores, provide statistical information for regular reports and meetings.  
· This includes, but not limited to maintaining department guidelines and standards, evaluating students data entered in GALIS, managing the GALIS record keeping system, community involvement to improve student enrollment using and interacting with other faculty and administrative personnel.  
· Complete and follow all other duties as assigned.
MINIMUM QUALIFICATIONS:

· A Bachelor’s Degree from a nationally accredited institution  
· Experienced in using Microsoft Word and Excel in day to day operations. 
PREFERRED QUALIFICATIONS:

· A Bachelor’s degree concentration in Education or closely related field 
· Previous experience in secondary and/or postsecondary education 
SALARY:

Salary is $25/hour. This is a part-time position with no benefit package. 

APPLICATION DEADLINE:

The position will remain open until filled; the interviewing process will begin immediately.
Application Process:

Interested applicants should apply via CPTC ONLINE JOB CENTER.   The additional documents must be uploaded to the Job Center for the application to be considered. Once approved through financial aid, a criminal background check and a driver’s motor history report will be conducted prior to employment. 

Equal Opportunity Statement

Coastal Pines Technical College (CPTC) does not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law). The following persons have been designated to coordinate the College’s implementation of non-discrimination policies: Katrina Howard, Title IX Coordinator, Jesup Campus, 1777 West Cherry Street, Jesup, Georgia, khoward@coastalpines.edu , 912.427.5876; Emily Harris, Title IX Coordinator, Waycross Campus, 1701 Carswell Avenue, Waycross, Georgia, eharris@coastalpines.edu, ; Special Services Director, ADA/Section 504 Coordinator & Title IX Coordinator for all students, All Campuses, 1777 West Cherry Street, Jesup, Georgia, 912.427.5861.
