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POSITION ANNOUNCEMENT

	POSITION TITLE:
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Receptionist/Enrollment Assistant (Part-Time)


	POSITION DESCRIPTION:
Under general supervision, the Receptionist/Enrollment Assistant (Part-Time) provides front-line customer service and administrative support to the Adult Education Department of Ogeechee Technical College, at our Screven County Site. This position serves as the first point of contact for students, visitors, and staff, while assisting with key functions related to student enrollment, recordkeeping, and office operations. The ideal candidate demonstrates professionalism, accuracy, and a commitment to exceptional service in a fast-paced educational environment. 
· Serves as the initial point of contact for visitors, students, and callers; provide information, assistance, and referrals as appropriate.
· Answer telephones, route calls, and respond to general inquiries in a courteous and timely manner.
· Assist students with questions and documentation related to enrollment, admissions, and registration processes.
· Review and process all new student forms. Transcripts, and related enrollment materials.
· Enter, scan, and upload student documents into the college’s imaging and student information systems.
· Maintain accurate and organized electronic and paper filing systems related to student records, enrollment, and division operations.
· Prepare correspondence, forms, memos, and reports as needed.
· Assist with data entry, checklist tracking, and other enrollment-related processes.
· Maintain office supply inventory, process incoming and outgoing mail, and assist with purchase requests.
· Support faculty and staff with basic clerical and administrative tasks, including payroll documentation, attendance tracking, and scheduling assistance.
· Assist during registration and orientation events to ensure a smooth enrollment experience.
· Uphold confidentiality and adhere to institutional policies and procedures.
· Perform other duties as assigned.


	MINIMUM QUALIFICATIONS:
· High school diploma or equivalent.


	PREFERRED QUALIFICATIONS:
· Excellent customer service, oral, and written communication skills.
· Proficiency in Microsoft Office 365 and standard office software applications.
· Strong organizational and time management skills; ability to prioritize multiple tasks.
· Attention to detail and accuracy in data entry and record maintenance.
· Ability to exercise discretion and maintain confidentiality.
· Positive, professional, and welcoming demeanor.
· Ability to work independently and as part of a team in a fast-paced environment.
· Six (6) months of work-related clerical, customer service, or data entry experience.
· Experience in a higher education or technical college setting.
· Knowledge of student information systems, imaging software, and basic enrollment processes.
· Demonstrated experience providing high-quality customer service in a professional office environment.

	

	SALARY/BENEFITS:
Commensurate with qualifications. 

	
	

	APPLICATION DEADLINE: 
Open Until Filled

	
	

	TO APPLY:   Please submit an online application using the OTC online job center website.  All positions require a pre-employment criminal background investigation, education, and employer/professional reference checks. Some positions may additionally require a motor vehicle record search, credit history check, and/or drug screen.  All male applicants between the ages of 18 and 26 years of age must present proof of Selective Service Registration. Copies of all transcripts should be submitted at the time of application for faculty positions. Official transcripts are required upon employment.  For more information, please contact the Director for Human Resources at 912.871.1801 or employment@ogeecheetech.edu.

As set forth in its catalog, Ogeechee Technical College complies with the Technical College System of Georgia (TCSG). The TCSG State Board prohibits discrimination on the basis of an individual’s age, color, disability, genetic information, national origin, race, religion, sex, or veteran status (“protected status”). No individual shall be excluded from participation in, denied the benefits of, or otherwise subjected to unlawful discrimination, harassment, or retaliation under, any TCSG program or activity because of the individual’s protected status; nor shall any individual be given preferential treatment because of the individual’s protected status, except the preferential treatment may be given on the basis of veteran status when appropriate under federal or state law. The following individuals have been designated to handle inquiries regarding the nondiscrimination policies: Christy Rikard, Title IX Coordinator, One Joseph E. Kennedy Blvd., Office 198C, Joseph E. Kennedy Building, Statesboro, GA 30458, 912.486.7607, crikard@ogeecheetech.edu and Sabrina Burns, ADA/Section 504 Coordinator, One Joseph E. Kennedy Blvd., Office 711, Assessment Center, Statesboro, GA 30458, 912.486.7211, sburns@ogeecheetech.edu
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