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(FULL-TIME)
								               
GRIFFIN CAMPUS

MINIMUM QUALIFICATIONS: 

· Bachelor’s degree from an accredited college or university in a related field
· Two (2) years of relevant work experience
 
PREFERRED QUALIFICATIONS: 

· Prior experience in a post-secondary education setting
· Quality customer service principles and practices
· Demonstrate and sustain a positive attitude
· Ability to work effectively with diverse populations and internal stakeholders
· Ability to work effectively and collaboratively with internal constituencies
· Strong interpersonal, oral and written communication skills
· Experience using Banner or similar student information systems, Target X Application and Retention, queuing systems like Engage or QLess, and texting platforms like Mogli or Mongoose
· Proficiency in Microsoft Office Suite
· Demonstrated knowledge of Financial Aid, Records, Admissions, and Academic Advisement
· Experience researching and interpreting academic policies and analyzing student records
· Workshop and event planning experience for student or employee engagement

RESPONSIBILITIES: 

· Provide holistic advisement support
· Assist students with academic planning, course selection, and understanding program requirements
· Administer and interpret career assessments and academic placement tools
· Host and support student engagement events such as educational advisement workshops, orientation sessions and more
· Maintain accurate student records in CRM and documentation in compliance with institutional and regulatory guidelines
· Refer students to specialized support services (e.g. tutoring, counseling, financial aid, business office)
· Collaborate with faculty and staff to support student retention and success initiatives
· Stay current on institutional policies, program updates, deadlines, and state/federal regulations
· Participate in professional development activities and serve as a resource for faculty/staff
· Demonstrate initiative, adaptability, and a student-first mindset in a fast-paced environment
· Assists with early alerts

Core Competencies

· Proficiency in student information systems (e.g. Banner, Degree Works, Target X, etc.)
· Strong interpersonal and customer service skills
· Effective oral and written communication
· Organizational and problem-solving abilities
· Knowledge of student services functions and administrative procedures
· Ability to work independently and collaboratively
· Attention to detail and accuracy
· Commitment to equity, inclusion, and student success
· 



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: 

It shall be a condition of employment to submit to a background investigation. Offers of employment shall be conditional pending the result of the background investigation.
 
Federal Law requires ID and eligibility verification prior to employment. 

All male U.S. citizens, and male aliens living in the U.S., who are ages 18 through 25, are required to register for the military draft and must present proof of Selective Service Registration upon employment. 

Applicants who need special assistance may request assistance by phoning (770) 229-3454. 

Applicants scheduled for interviews will be notified of the status of the position. 
 
  
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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