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Institutional Effectiveness                                                           
FULL-TIME POSITION       
GRIFFIN
REQUIRED QUALIFICATIONS: Associate’s degree *and* Three (3) years of related work experience. 
PREFERRED QUALIFICATIONS: a minimum of 3 years’ experience working in a college environment; preferable in the area of Institutional Effectiveness; knowledge of BANNER, outcomes assessment, Perkins Grant, managing budgets, thorough understanding and experience with policies and procedures of Southern Crescent Technical College and SACSCOC Accreditation Standards.  Experience in office procedures, office management, accounting, budgeting, and purchasing. Experience in writing and formatting equipment specifications for major purchases.  A two-year degree in Business Administrative Technology.
RESPONSIBILITIES:  The Administrative Operations Specialist is responsible for a variety of fiscal and administrative support functions with complex business functions. Fiscal functions may include professional accounting and budget development/monitoring. Typical administrative functions may include contracts, inventory control, records management or related areas. Prepares and disperses financial reports and/or contracts using Microsoft Word, Excel and student financial system; Monitors individual budgets and identifies significant budget variances; Records financial activity in accounting systems/sub-systems; Performs complex operational functions, such as inventory control, audits, records, and planning/management analysis; Enters appropriate course and program codes in Banner, clock hours, course names, course descriptions, campus locations, and term dates; Updates Banner database validation tables; Manages registration restrictions and errors and eliminate registration issues for students, faculty and staff; Manages the day to day functions of the Perkins Budget and helps with the development of amendments to the Perkins Budget; Prepares all Outcomes Assessment forms to be submitted to SACSCOC; Prepares all documents to be submitted as required for SACSCOC Accreditation.   Serves as a liaison with other parties, such as vendors, internal/external auditors, management staff of other governmental agencies; Participates in special projects and development of analyses as directed by the supervisor.

COMPETENCIES: Skill in the use of computers and job-related software programs. Skill in planning and organizing projects. Working knowledge of Governmental accounting procedures. Ability to prepare budget & project status reports of milestones, tasks and resources. Ability to gather and present data in appropriate formats. Oral and written communication skills. Skill in interpersonal relations and in dealing with the public.
SALARY/BENEFITS:  Salary commensurate with education and work experience.  Benefits include paid state holidays, paid annual and sick leave, and the State of Georgia Flexible Benefits Program.

SPECIAL NOTES:  Only those who are scheduled for an interview will be notified of the status of the position. Candidates must successfully complete a criminal background investigation and a motor vehicle record screening. 
Southern Crescent Technical College is an Equal Opportunity Institution and 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 (except in those special circumstances permitted or mandated by law).  The following persons(s) has been designated to handle inquiries regarding the non-discrimination policies: Title IX/Equity Coordinator (Griffin Campus, Butts County Center); Griffin Campus, 501 Varsity Road, Griffin, GA 30223, (770) 228-7382; ADA/Section 504 Coordinator (Griffin Campus, Butts County Center), 501 Varsity Road, Griffin, GA 30223, (770)228-7258,; Title IX/Equity and ADA/Section 504 Coordinator (Flint River Campus ), 1533 Highway 19 South, Thomaston, GA 30286, (706) 646-6224, For Title IX/Equity and ADA/Section 504, (Employee complaints), 501 Varsity Road, Griffin, GA 30223, (770) 229-3454.
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