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POSITION:  Student Affairs Technician (Assisting High School Initiatives), Full-Time
CAMPUS:  Primary location Vidalia Campus.  The position will involve travel to Swainsboro Campus.
POSITION DESCRIPTION:  Under the supervision of the High School Initiatives Coordinator, the Student Affairs Technician is responsible for:
· Greeting internal and external visitors and students.
· Determining the nature of visitor and student needs, and providing timely and accurate responses.
· Keeping abreast of admissions regulations policies and procedures.
· Providing information by telephone, written correspondence, and in-person to interested parties regarding applicant procedures and admissions requirements.
· Processing new student applications and related information, and preparing student files.
· Providing administrative support.
· Assisting with all Student Affairs processes and procedures including financial aid, advisement, registration, and graduation.
· Assisting with the design and execution of special events, projects, and activities as requested.
· Displaying a high level of effort and commitment to performing work.
· Operating effectively within the organizational structure of a fast-paced, high-volume student services area.
· Managing multiple priorities, performing complex and varied duties in an efficient and confidential manner.
· Demonstrating trustworthiness and responsible behavior.
· Utilizing decision-making and problem-solving skills.
· Performing other duties as assigned.

MINIMUM QUALIFICATIONS (Educational/Occupational Experience):
· A completed associate degree or diploma from a nationally or regionally accredited college or university or applicant is currently enrolled and/or in the process of completing a degree or diploma.
· Experience working with the public in a customer service environment, exceptional customer focus is necessary.
· Excellent verbal and written communication skills.
· Skill in operation of computers and job-related software programs.
· Skill and ability to perform complex and varied duties in an efficient and confidential manner.
· Skill in managing multiple priorities.
· Decision-making and problem-solving skills.

PREFERRED QUALIFICATIONS (Educational/Occupational Experience):
· Knowledge of BANNER student information software-especially as it pertains to admissions, advisement, and registration.
· Prior experience in college admissions.

PHYSICAL DEMANDS:  The employee occasionally lifts or moves objects of a light to medium weight.  Work is typically performed in an office environment with intermittent sitting, standing, or walking in various settings.  The employee must be able to lift up to 25 pounds.  A full range of hand and finger motion may be utilized for data entry purposes.
SALARY/BENEFITS:  Salary is to be commensurate with education and work experience.  Benefits include paid state holidays, annual and sick leave, and the State of Georgia Flexible Benefits package.

APPLICATION PROCEDURES:  Position considered open until filled.  Successful candidates will be required to pass a criminal background investigation. All application packets MUST be completed via the Online Job Center.  As part of the application process, interested candidates will also be required to upload a cover letter, resume and unofficial transcripts (see Job Center listing for more details).  Please include your annual salary for each position held.  For more information regarding this position or application instructions, please contact the Human Resources Office at 912-538-3230 or mwalker@southeasterntech.edu.

As set forth in its student catalog, Southeastern Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, sex, 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 people have been designated to handle inquiries regarding the nondiscrimination policies:
Helen Thomas, Section 504 Coordinator, Room 165, 912-538-3126
Melanie G. Walker, Title IX Coordinator, Room 138B, 912-538-3230





RESPONSIBILITIES
Areas of responsibilities include, but are not limited to:
· Greets prospective students and gives admissions information.
· Provides administrative assistance for Admissions and High School Initiatives.
· Creates data entry record into BANNER records system.
· Mail out letters and inquiry packets to prospective students.
· Data entry into TCSG student information system.
· Other duties as assigned by the Vice President of Student Services.
QUALIFICAITONS
Other desired qualifications requested:
· Able to communicate with all levels of the public-excellent human relation skills with people from diverse backgrounds and education levels.
· Participation in extra-curricular service/professional organizations.
· Highly responsible individual.
· Strong commitment to technical and adult education-Must understand the needs to the institution and its service area.
· Reliable transportation.
· High level of energy and initiative.
· Individual must be a team player.
· Dynamic individual with strong record of achievement.
· Computer skills, including use of word processing, presentation programs, database management, and spreadsheets.
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