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MINIMUM QUALIFICATIONS: 

Current high school student eligible for the Work-Based Learning program.
 
POSITION SUMMARY: 

Southern Crescent Technical College seeks motivated high school students enrolled in a Work-Based Learning (WBL) program to serve as Front Desk Assistants and Telephone Receptionists. Students will develop valuable workplace skills in communication, customer service, and office operations while supporting front desk activities at various campus locations.

RESPONSIBILITIES: 

· Welcome visitors, students, and staff in a courteous and professional manner 
• 	Answer and route incoming telephone calls promptly and accurately 
• 	Record and deliver clear and complete messages 
• 	Provide basic information regarding services, programs, and campus operations 
• 	Assist with appointment scheduling and calendar management 
• 	Perform general office tasks such as filing, data entry, and preparing materials 
• 	Maintain an organized and presentable reception area 
• 	Support staff with additional clerical duties as assigned 
· Maintain confidentiality and comply with all college policies 

COMPETENCIES: 

· Strong communication and interpersonal skills 
· Professional appearance and demeanor 
· Good organizational and time management abilities 
· Ability to work independently and as part of a team 
· Basic computer skills (Microsoft Office Suite preferred) 
· Dependable, punctual, and committed to high-quality customer service

SALARY:  

Hourly wage per WBL placement agreement.

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.




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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