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(FULL TIME)
Multiple Locations
REQUIRED QUALIFICATIONS: 
Bachelor’s degree *and* Two (2) years of work experience in a secondary or post-secondary education environment.
PREFERRED QUALIFICATIONS: 

(In addition to required qualifications) 2 years’ experience in admissions counseling and recruitment experience at a college or technical college and/or instructional experience in a high school setting.  Work experience in post-secondary education using a student information system or K-12 school system.
RESPONSIBILITIES: 
· The High School Coordinator assists state, secondary, and postsecondary instructional leadership in the planning and development of career programs of study, including Dual and Joint enrollment, Accelerated Career, Traditional Student Enrollment, Non-Traditional, and Transfer opportunities; to prospective students in service delivery area that lead to either an industry recognized credential, postsecondary certificate of credit, diploma or associate’s degree.
· Recruits Traditional, Non-Traditional, Dual Enrollment, Transfer and Adult Education students, in High Schools, College Fairs, Community Events, and Job Fairs. 
· Position rotates between multiple campuses locations and counties to offer in-person support and engagement with students and community partners.

· Assist other High School Coordinators and campus departments during peak times, to help support and maintain high customer service and mission of Southern Crescent Technical College. 
· Develops and implements career and technical programs of study; Tracks data for dual, joint, Dual Achievement, Accelerated Career and articulated credit enrollees and graduates for completion/graduation from the technical college.

· Coordinates the development and implementation of Dual, Joint, Accelerated Career and Dual Achievement enrollment programs at college. 
· Serves as primary point of contact for and collaborates with high school administrators, counselors, and staff to promote Career and Technical Education, dual enrollment, etc. between high schools within the service delivery area and the college. 
· Maintains up-to-date written procedures for dual, joint, Accelerated Career and Dual Achievement enrollment; Coordinates articulation testing with local high schools within service delivery area; Coordinates with appropriate high school management and college management to finalize dual enrollment and articulation agreements within service delivery area. 
· Coordinates with all appropriate personnel at high schools in service delivery area regarding the registration and withdrawal of students in dual enrollment program. 
· Provides information to potential students and their parents on program offerings at the college to ensure they have adequate information to make informed decisions. 
· Coordinates placement testing for Dual, Joint, Accelerated Career and Dual Achievement students.

· Coordinates with college personnel regarding placement testing, admissions, and financial aid to assure seamless enrollment of dual enrollment students to college; Coordinates between dual enrollment students and high schools when there is an issue regarding testing, registration, schedules, and/or grades. 
· Assists in attaining textbooks for dual-enrolled students; to include coordinating book orders with campus bookstore and ensuring student accounts remain accurate, and delivering text books for dual-enrolled students. 
· Serves as liaison with educational, industrial, and community partners to encourage cooperation and partnerships for dual enrollment within service delivery area. 
· Coordinates efforts with college Director of Marketing to provide information on dual enrollment opportunities within service delivery area; Coordinates requests for articulation credit.
· Other duties as assigned.
COMPETENCIES: 

Knowledge of college’s admission and financial aid guidelines and procedures. Knowledge and understanding of how high school and college calendars, registration, graduation requirements and schedules work together. Skill in the operation 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: 
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.  
  
Only those applicants who are interviewed will be notified of the status of the position. Candidates must successfully complete a criminal background investigation, pre-employment drug screening, and a motor vehicle screening. 
 
  
  
  
  
  
  
  
  
  
  
  
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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