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EDUCATIONAL AIDE – ADULT EDUCATION 
(PART TIME)

 Henry County Center
MINIMUM QUALIFICATIONS: 
High school diploma or GED and one (1) year of business school or college from an accredited college or university or one (1) year of experience in performing general office work (duties such as telephone usage, filing, typing, handling customers' questions and/or complaints, data entry, computer usage, and/or bookkeeping/accounting). Experience with MS Word, Excel and PowerPoint. Experience with tutoring adult learners in reading, writing, and mathematics.  Must be available morning and afternoon.
PREFERRED QUALIFICATIONS:  
(In addition to the minimum qualifications) Have a certificate, diploma or degree from an accredited college or university in business and office technology, database management, computer applications or a related field. Have an understanding of Adult Education policies and procedures, the Georgia Adult Literacy Information System (GALIS), and MS Office Suite and other computer related programs. 
RESPONSIBILITIES:  
Under general supervision, assists Adult Education instructional staff with educational activities to include large and small group instruction and individualized assistance.  Performs a variety of secretarial and clerical duties to include answering phones, greeting guests, providing clerical support and compliance reports to division faculty. In addition, assists with student intake and testing; maintains filing, record-keeping systems, and student data bases. Answers student questions; Uses sound judgment and knowledge of organization's policies and procedures to respond to questions, requests, and needs. Creates and maintains a high performance environment characterized by strong team orientation. The work schedule will be Monday – Thursday 8:00 AM – 4:00 PM with 1 hour for lunch.
SALARY:  
Hourly rate is commensurate with education and work experience. This is a part-time position without insurance benefits; work hours will not exceed 29 per week.  

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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