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BOOKSTORE ASSISTANT - TEMPORARY
(PART TIME)

GRIFFIN CAMPUS
MINIMUM QUALIFICATIONS: 
High school diploma or equivalent *and* One (1) year work of related work experience.
PREFERRED QUALIFICATIONS: 
Diploma in accounting, marketing, or related field and/or equivalent work experience in retail sales, marketing and merchandising with an emphasis in customer service required. Experience in the use of point of sale system and inventory control required.
RESPONSIBILITIES: 
Under supervision of Bookstore Manager, operate point of sale system and provide assistance to customers. Check and balance cash register receipts; assist with the day-to-day operation of the bookstore. Assist with sales and promotional activities. Assist with conducting inventory. May calculate and post bookstore charges. Perform general clerical duties as assigned.
COMPETENCIES: 

Ability to understand the relationship between student information and financial systems. Ability to work independently. Skill in the operation of cash registers, computers and job related software programs. Decision making and problem solving skills. Skill in interpersonal relations and in dealing with the public. Oral and written communication skills.
SALARY:  
This is a part-time position without insurance benefits; work hours will not exceed 29 per week.  Hourly rate is commensurate with education and work experience.  

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. 

The Technical College System of Georgia and its constituent Technical Colleges do not discriminate on the basis of race, color, creed, national or ethnic origin, sex, religion, disability, age, political affiliation or belief, genetic information, disabled veteran, veteran of the Vietnam Era, spouse of military member, or citizenship status (except in those special circumstances permitted or mandated by law). This nondiscrimination policy encompasses the operation of all technical college-administered programs, programs financed by the federal government including any Workforce Innovation and Opportunity Act (WIOA) Title I financed programs, educational programs and activities, including admissions, scholarships and loans, student life, and athletics. It also encompasses the recruitment and employment of personnel and contracting for goods and services.
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