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POSITION: Project Assistant, Jesup 					STATUS: Full-time, Non-Exempt
     Conference Centers & Driver’s Education 
DUTIES:
Under general supervision, this full-time position manages facility rentals and driver’s education, as well as divisional assistance, including but not limited to continuing education, corporate training, testing, customer service, and data entry. 

RESPONSIBILITIES: 
1. Primarily manage facility rentals and driver’s education. Facility rentals include requests, agreements, setup, cleanup, onsite contact(s) during events, security services, custodial services, etc. Driver’s education includes recruiting instructors; scheduling; keeping up with state requirements, policies, and procedures; maintaining up-to-date applications, registrations, and payments; submitting required state documentation, etc.
2. Provide a variety of assistance to the division, including but not limited to continuing education, corporate training, testing, customer service, and others as needed.
3. Demonstrate a strong work ethic that includes flexibility to adjust schedule as needed.
4. Demonstrate high-quality internal and external customer service skills.
5. Demonstrate strong internal and external communication skills.
6. Demonstrate strong internal and external teamwork skills.
7. Demonstrate strong technical skills, including but not limited to computers, multimedia, software, hardware, networking, printing, video, sound, Internet, and data projection, among others.
8. Demonstrate physical ability to safely set up, break down, and clean up facility rentals.  Including but not limited to bending over, reaching and lifting overhead, crawling, climbing, lifting and carrying at least 40lbs, moving and setting up at least 500 chairs and 80 tables, moving and setting up audiovisual equipment, and other equipment as required for facility rental operations.
9. Perform other duties as assigned by the VP Economic Development.

Minimum Qualifications:
High school degree 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 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 

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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