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POSITION:












STATUS: Part Time/Non-exempt/hourly
Student Affairs Assistant, Evening
LOCATION: Camden Campus
JOB DUTIES:
1. Conducts applicant follow-up for CPTC Admissions;
2. Provides information to interested parties regarding application procedures and admissions requirements;
3. Provides secretarial and clerical duties in support of the student services program;
4. Enters data from forms, records and/or reports using BANNER software or onto appropriate websites;
5. Codes information as appropriate;
6. Provides support to prospective/current students, faculty and staff during evening class hours;
7. Assists with recruiting and marketing activities;
8. Maintains recruitment contact list;
9. Assists with execution of the CPTC Recruitment Plan;
10. Assists with registration functions;
11. Assists with the design and execution of special events, projects and activities as requested;
MINIMUM QUALIFICATIONS:
· A high school diploma or equivalent *AND* six (6) months of work-related experience.
PREFERRED QUALIFICATIONS:
· Preference will be given to applicants with previous BANNER experience and:
· A diploma in Business Administration Technology or related field or a minimum of six months of full-time paid work experience in general office duties to include, filing, typing, data entry, and answering the phone and;
· Experience in the use of computers and Microsoft Office and;

· Excellent written, verbal and interpersonal skills.
COMPETENCIES:

· Knowledge of modern office practices and procedures

· Knowledge of modern office equipment

· Knowledge of customer service standards

· Knowledge of department and college policies and procedures

· Skill in the operation of computers and job-related software programs

· Oral and written communication skills

· Skill in interpersonal relations and in dealing with the public
DEADLINE TO Apply: Open until filled
Salary/Benefits:  

$11/hour. Salary is in accordance with guidelines established by the Technical College System of Georgia. There is no benefits package associated with this position, except for enrollment in the GDCP retirement.  

APPLICATION PROCESS:

Interested applicants should apply via CPTC ONLINE JOB CENTER by completing the online application form. The letter of interest, certifications/licensures and resume along with copies of transcripts must be uploaded to the Job Center.  A criminal background check, reference checks and a driver’s motor history report will be conducted prior to employment. Official transcripts are required upon hire.

For additional information, contact Katrina Howard, Human Resources Director at khoward@coastalpines.edu, or call 912-427-5876.

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; Brittaney Coleman, Title IX Coordinator, Waycross Campus, 1701 Carswell Avenue, Waycross, Georgia, bcoleman@coastalpines.edu, 912.287.4098; Cathy Montgomery, ADA/Section 504 Coordinator & Title IX for all students, All Campuses, 3700 Glynco Pkwy., Brunswick, Georgia, cmontgomery@coastalpines.edu, 912.262.9995.
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