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ADULT EDUCATION




OPERATION AND TRANSITIONS SPECIALIST

GRIFFIN CAMPUS & SERVICE DELIVERY AREA (SDA)
MINIMUM QUALIFICATIONS: 
Bachelor’s degree from an accredited college or university in a related field *and* Two (2) years of related work experience. Related job experience may be allowed to substitute for the degree on a year for year basis.
PREFERRED QUALIFICATIONS: 
Ability to utilize GALIS and GED Manager regularly. Ability to create and maintain the GED Ready database.
Ability to process VOEPB, including creating and maintaining database. Ability to serve as a substitute teacher for adult education class.
RESPONSIBILITIES: 
Under the direct supervision on the Vice President of Adult Education, the Operations and Career Specialist interviews and advises adult basic education and English language learner students regarding information, procedures and academic requirements for admission into college/universities along with support for life skills needed for student success; ensures students are provided a continuum of services to span adult education instruction to GED graduation to post-secondary education and the workforce; assists students in exploring careers, evaluating academic abilities, and setting goals; provides resources such as student information packets, transition guides and recruitment materials and presents academic information to orientation groups and potential student and parents.

Lead the development and implementation of the local Transitions Program Plan for several counties in the service delivery area. 
Assess and advise students on academic and career issues; identify the educational and career options appropriate for each student and assist with the analysis of each option, including possible outcomes and their implications (e.g. Accelerating Opportunities Career Pathways (Fast Track/Boot Camp), Integrated Education Training, WorkReady Certification).

Serve as a liaison between the adult education program, post-secondary education, Workforce Investment Boards (WIBs) and community service agencies to provide integrated education and training services (e.g. college tours, job fairs, mentoring, job coaching).

Provide training and support to staff members on the integration of the Career Awareness curricula and workplace skills; develops transition materials and resources.

In collaboration with instructional staff, track student’s progress for academic, career, and personal growth.

Performs a variety of complex administrative support functions and other duties as assigned. 

Identify needs for basics (food, clothing, shelter, transportation, child care). 

Refer to providing agency. 

Expert content (digital literacy, financial literacy, tutoring, etc.). 

COMPETENCIES: 
Knowledge of adult learning theory.
Ability to oversee the volunteer application process and follow-up

Knowledge of college entrance requirements and culture.
Skill in interviewing and advising.

Skill in public relations/marketing and/or community outreach.

Ability to travel within/across Service Delivery Area (SDA)
SALARY:  
Salary is commensurate with education and work experience. This position provided health and wellness benefits; vision, dental and life, retirement benefits also.
SPECIAL NOTES: 
Applicants scheduled for interviews will be notified of the status of the position. 
Candidates must successfully complete a criminal background investigation and motor vehicle screening. 

Southern Crescent 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 have been designated to handle inquiries regarding the non-discrimination policies: Title IX/Equity Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center), Assistant Director of Student Services, 501 Varsity Road, Mobile Unit 6B, Griffin, GA 30223, 770-228-7382; ADA/Section 504 Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center)  Special Services Coordinator, 501 Varsity Road, Mobile Unit 6B, Griffin, GA 30223, 770-228-7258; Title IX/Equity and ADA/Section 504 Coordinator (Flint River Campus) Special Services Coordinator, 1533 Highway 19 South, Room A-252, Thomaston, GA 30286, 706-646-6224. (Employee complaints), Director of Human Resources, Human Resources, 501 Varsity Road, Griffin, GA 30223, 770-229-3454. Any complaints filed against the Title IX/Equity Coordinator or ADA/Section 504 Coordinator on any campus/center shall be handled by, Vice President for Student Affairs, 501 Varsity Road, Room 700, Griffin, GA 30223, 770-228-7348. 
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