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COPY CENTER COORDINATOR
GRIFFIN CAMPUS
MINIMUM QUALIFICATIONS: 
· Associates degree *and* Two (2) years of work related experience
PREFERRED QUALIFICATIONS: 
· Associates degree *and* Two (2) years of work related experience
· Experience in a customer service related job
· Experience with Marketplace
· Must be outgoing, personable, dependable, quick, efficient, and possess good problem solving skills, a good work ethic, and adaptable to change
· Must be detail oriented and able to multi-task; Cleanliness and organization skills are a must.
· Skilled in Microsoft Word, Adobe Acrobat Pro and Microsoft Publisher; Knowledge in formatting files for print, Experience in Graphic Design including Adobe Illustrator
· Other office skills – record keeping, supply management/monitoring, phone and email communication skills
· Experience in a company mailroom or public mail services and carriers, experience with production grade copiers, large format printers, production equipment, and mail equipment
RESPONSIBILITIES: 
· Completes requests for copies of forms, documents, pamphlets, memos, letters, etc.; reviews for legibility and completeness prior to distribution

· Corrects errors and compiles manuals, classroom presentations, packets and any other special project documentation needed by staff

· Notifies staff immediately of any scheduling concerns which would prohibit meeting print deadlines

· Provides reports of copier usage to vendors and manager

· Monitors and order necessary office supplies

· Verifies shipping tickets against invoices and notifies personnel of any discrepancies

· Coordinates next day order/delivery with vendors and monitors vendor compliance

· Conducts routine preventive maintenance on copiers by adding paper and toner when needed

· Assists staff members in efficient operation of copier

· Keeps abreast of latest technology in duplication/bindery equipment

· Sorts and distributes incoming and outgoing mail

· Operates and maintains mailroom equipment properly

· Maintains the efficient operation of the mailroom and its functions

· Other duties as assigned. 

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: 
Only those who are scheduled for an interview will be notified of the status of the position. 

Candidates must successfully complete a criminal background investigation and motor vehicle screening. 

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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