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FULL TIME

HENRY CENTER
MINIMUM QUALIFICATIONS: 
Bachelor's degree from an accredited college or university in a related field *and* Two (2) years of related work experience.
PREFERRED QUALIFICATIONS: 

Experience in presenting to large groups about work related subjects and employability skills. Experience organizing and hosting employee and student events. Knowledge of interest and aptitude assessments used in career selection and guidance. Ability to work under deadlines. Prior experience in a post-secondary college environment and experience in the BANNER student information system. Excellent oral and written communication skills. Demonstrated experience in the use of Microsoft Office Suite.
RESPONSIBILITIES: 
The Career Advisor counsels and advises students in choosing a career path and securing employment upon graduation; assists students with resume writing, conducting mock interviews, and job fairs.
Administers and interprets aptitude and proficiency tests in accordance with procedural guidelines; guides students in identifying potential career choices; ensures job search plan is completed according to program guidelines and is appropriate for student's occupational choice; refers students to the appropriate specialized staff for such issues as financial aid assistance, career advisement, admissions processes, business office questions; hosts annual career fairs for graduating students at specified times. encourages local employers to attend; contacts employers for referral and follow-up within specified time limits; maintains up-to-date and accurate employer contact file to properly represent available workforce to students; posts job opportunities in accordance with employment laws, rules and regulations; communicates employer needs to students; ensures that job orders and announcements are completed correctly and in accordance with rules and regulations; conducts presentations in a professional manner; participates in community services and activities in accordance with technical college guidelines; completes and distributes reports in an accurate and timely manner and in accordance with program guidelines and department procedures; serves as student advocate when appropriate; keeps abreast of changing institutional information including admissions requirements, new programs, course changes, deadlines, important dates, costs, expanding facilities, updates in college-wide initiatives, transfer requirements, and state and federal mandates; keeps abreast of workforce development laws and regulations and technical college policies and procedures; engages in professional development activities, including but not limited to memberships in professional organizations; attendance at conferences, workshops, division and department, training sessions; serves as resource for faculty/staff; participates in institutional student development and retention programs.

COMPETENCIES: 

Skill in the operation of computers and job related software programs; 
Skill in interpersonal relations and in dealing with the public; 
Skills in test administration and interpretation; 

Oral and written communication skills; 
Decision making and problem solving skills; organizational skills; 
Knowledge of federal, state and local guidelines; 
Knowledge of job readiness and job development procedures.
SALARY:  
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: 
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, 770-229-3454. 
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