[image: image1.png]SOUTHERN
CRESCENT
TECHNICAL COLLEGE



DATA ENTRY SPECIALIST (FULL TIME)
GRIFFIN CAMPUS
MINIMUM QUALIFICATIONS: 
Associates degree and three (3) years of work related experience.
PREFERRED QUALIFICATIONS: 
One year of experience using the BANNER software information system 
Working knowledge of Microsoft Office Suite 

RESPONSIBILITIES: 
Enters data from forms, records and/or reports using student information database software
Key Data Entry person for the office 
Coding information as appropriate as required by the technical college and TCSG
Processing transcript requests, enrollment verifications 
Updating Student Information Database validation tables; ability to read and interpret test score changes and schedule restrictions 
Identifies training needs, providing guidance and training as needed
Assisting with registration functions 

Ability to work independent to meet deadlines 

Assisting with the execution of special events, projects and activities as requested by supervisor 
COMPETENCIES: 

Skill in the use of 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:  
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 interviewed 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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