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(PART TIME) 
GRIFFIN CAMPUS
MINIMUM QUALIFICATIONS:
Completion of one basic accounting course at either the high school or college or university level, which provided training in accounting clerical areas or one year of experience performing clerical tasks which provided some training in accounting clerical areas.  

JOB SUMMARY:  
The Cashier is responsible for providing customer service (greeting internal and external customers in person or on the telephone). The applicant will be responsible for providing good customer service skills, inputting financial transactions into the POS system, accepting payments and providing correct change. 

RESPONSIBILITIES:  
Receive cash, checks and/or money orders from students for tuition and miscellaneous fees. Balance receipts and post to accounting records. Obtain routine billing information from the outside agencies that pay student tuition, fees, etc. and perform billing functions. Prepare and mail statements of accounts and/or other routine mail-outs. Maintain billing and related files and records. Prepare bank deposits. Assist with all New Student Registration Sessions. Perform limited, routine general clerical duties such as typing, answering the phone and/or related duties. Display a high level of effort and commitment to performing work; operate effectively within the organizational structure; demonstrate trustworthiness and responsible behavior.
COMPETENCIES: 
Knowledge of accounts receivables processes; Knowledge of computers and job-related software programs; Knowledge of customer service standards; Interpersonal skills.
SALARY/BENEFITS:  
Hourly rate 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:
Only applicants scheduled for interviews will be notified of the status of the position. The candidate selected for this position must successfully complete a criminal background investigation and motor vehicle screening. Professional references are required.
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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