Coastal Pines Technical College

JOB DESCRIPTION
Student Affairs/Learning Resource Center Assistant

Location: Hazlehurst Site		Supervisor:  Executive Director of Student Affairs

Under general supervision, provides secretarial and clerical duties in support of the Student Affairs program and the Library at Coastal Pines Technical College. 

RESPONSIBILITIES: 

1. Provides secretarial and clerical duties in support of the student affairs and library programs;
2. Greets visitors and/or students and determines the nature of their business;
3. Enters data from forms, records and/or reports using Banner software;
4. Administer and proctor collegiate placement exams;
5. Makes routine student admissions acceptance decisions;
6. Assists with admissions and registration functions;
7. Provides assistance in recruiting potential students;
8. Provides appropriate information or refers to appropriate personnel;
9. Assists with group tours as needed;
10. Monitors use of and maintains supplies;
11. Trains, directs and supervises work study students assigned;
12. Receives cash, checks and/or money orders from students for tuition and miscellaneous fees.  Balances receipts and posts to accounting records;
13. Assist patrons with the utilization of the library or learning resource center and how to access available computer applications;
14. Charges and discharges library materials and creates/updates patron records.
15. Reports any changes in magazines and newspaper subscription requests, changes of address, and cancellations.
16. Submits support ticket requests to the appropriate recipients in order to report issues with library or learning resource center computers, printers, or facilities;
17. Monitors supply needs on a regular basis;
18. Maintains photocopy machine by performing tasks such as cleaning paper jams, replacing toner cartridges and calling for repairs when appropriate;
19. Monitors PCounter Printing System.  Adds deposits to student accounts and reports any issues to the Director of Library Services;
20. Participates in required staff development activities;
21. Assists with the design and execution of special events, projects and activities as requested;
22. Performs all other duties as assigned.

MINIMUM QUALIFICATIONS: 
High School Graduate or equivalent and one year of related work experience.

	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  912.287.4098; titleix@coastalpines.edu  ADA/Section 504 Coordinator, ada@coastalpines.edu ; All Campuses, 1777 West Cherry Street, Jesup, Georgia.



Last Update: October 2024
Page 1 of 2
