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PART TIME
HENRY CENTER
MINIMUM QUALIFICATIONS: 
Associate's degree from an accredited college or university *and*Three (3) years of related work experience. 

PREFERRED QUALIFICATIONS: 
Bachelor’s degree from an accredited college or university. Experience in educational support, student services, testing lab administration, assessment, or evaluation preferred.  Experience in BANNER system preferred.
RESPONSIBILITIES:
Under general supervision, conducts assessment and orientation sessions with students to determine job readiness, need for adult education or skills training at a technical college. Assists Student Services staff in activities needed to assist students; Assists in conducting workshops pertaining to career exploration and evaluation; Enters data from forms, records and/or reports using a computer or terminal; Maintains filing and record-keeping systems; Assists with the design and execution of special activities.
COMPETENCIES: 
Knowledge of proctoring electronic exams and tests utilized by the college.  Knowledge of how to properly assess test results. Knowledge of college academic programs and student information systems.  Skill in the use of computers and job related software programs as well as skill in interpersonal relations and customer service.  Public speaking skills. Oral and written communication skills.  Decision making and problem solving skills. 

SALARY:  

Salary is commensurate with education and work experience. This is a part-time position and does not include insurance benefits; work hours will not exceed 29 hours per week. 
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. 

As set forth in its student catalog, 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, Toni Doaty, Toni.Doaty@sctech.edu , 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, Teresa Brooks, Teresa.Brooks@sctech.edu ,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, Mary Jackson, Mary.Jackson@sctech.edu ,1533 Highway 19 South, Room A-252, Thomaston, GA 30286, 706-646-6224. 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, Xenia Johns, Xenia.Johns@sctech.edu , 501 Varsity Road, Room 700, Griffin, GA 30223, 770-228-7348. (Employee complaints) Sharon Hill, Director of Human Resources, Human Resources, Sharon.Hill@sctech.edu , 501 Varsity Road, Griffin, GA 30223, 770-229-3454504 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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