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POSITION: Project Assistant				STATUS: Full-time, non-exempt
DUTIES:
Under general supervision, this full-time position coordinates all daily functions, provides professional-level assistance to the appropriate organization, and prepares, maintains, and updates information across various areas of the Economic Development Division.  This position will provide divisional assistance, including but not limited to continuing education, corporate training, testing, the registered apprenticeship program, and the American Heart Association training needs.

1. Provides professional-level assistance to the organization to prepare, maintain, and update information related to facility rental agreements, customized training contracts, and course enrollment. 
2. Prepare invoices and maintain financial records. 
3. Serves as liaison for bringing appropriate personnel and resources together for the resolution of program/operational issues. 
4. Prepares and coordinates special events. 
5. Manages the production of publications, fliers, and other conference or informational project materials and assists with the publication of newsletters. 
6. Ensure supplies are available to support activities and coordinate equipment installation or repairs. 
7. Provides administrative support such as answering telephone calls, coordinating the itinerary and calendar, and preparing various documents using Microsoft Office Suite. 
8. Monitors budget revenue and expenses and prepares reports. 
9. Prepares various reports on Modern Campus Software and distributes them to appropriate personnel. 
10. Participate in required staff development activities. 
11. Performs other duties as assigned by the Vice President for Economic Development.

Technical Competencies: 
1. Knowledge and practical application of basic accounting principles and student information system;  
2. Knowledge of modern office practices and procedures;  
3. Ability to handle multiple tasks at once and prioritize workload; 
4. Ability to use computer programs, calendar functions and other job-related software programs; 
5. Ability to provide support services to both internal and external customers; 
6. Ability to use proper judgment in selecting which issues to handle or re-direct; 


7. Ability to identify customers’ issues and provide satisfactory resolution; 
8. Knowledge of Technical College System Rules, policies, and procedures. 

Minimum Qualifications:
High school diploma or equivalent *and* two (2) years of work-related experience. 
SALARY/BENEFITS:
Salary will be determined in accordance with guidelines established by the Technical College System of Georgia. Benefits include the State of Georgia Flexible Benefits Program, State of Georgia holidays, and annual/sick leave.
APPLICATION PROCESS:
Interested applicants should apply via the CPTC ONLINE JOB CENTER by completing the online application form. The letter of interest and resume, along with additional documentation specific to the position, must be uploaded to the Job Center. Incomplete application packages cannot be considered for an interview and will not be forwarded to the hiring supervisor. 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 an individual’s age, color, disability, genetic information, national origin, race, religion, sex, or veteran status (“protected status”). The following persons have been designated to coordinate the College’s implementation of non-discrimination policies: Brandie McLaughlin, Title IX Coordinator, Jesup Campus, 1777 West Cherry Street, Jesup, Georgia, HR@coastalpines.edu  912.427.5876; Emily Harris, Title IX Coordinator, Waycross Campus, 1701 Carswell Avenue, Waycross, Georgia HR@coastalpines.edu  912.287.4098; titleix@coastalpines.edu  ADA/Section 504 Coordinator, ada@coastalpines.edu ; All Campuses, 1777 West Cherry Street, Jesup, Georgia.
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