RECEPTIONIST, HUMAN RESOURCES           [image: ]

(PART TIME)
GRIFFIN CAMPUS
	MINIMUM QUALIFICATIONS



High school diploma or equivalent
PREFERRED QUALIFICATIONS QQUALIFICATIONS




[bookmark: _GoBack]Associates degree or equivalent *and* 2 (two) years of experience performing administrative duties in an Human Resources an/ or customer serivce office environment, and an expert knowledge of MicroSoft Office Word, Excel and Powerpoint.

JOB SUMMARY







The Human Resources Receptionist is responsible for providing customer service (greeting internal and external customers in person or on the telephone), administrative and technical support to areas with Human Resources. The applicant will be responsible for providing assistance to  crafting job descriptions and maintaining databases with candidate information.  

RESPONSIBILITIES

Operates a telephone system to relay incoming and outgoing calls; providing information or directing calls or visitors to appropriate office or individuals; or answering callers’ questions directly; 
Responds to inquiries about the application and hiring process and posted jobs;
Greets persons entering the work environment; 
Gathers and compiles employee data into excel reports for various human resources activities;
Operates office machines and computers for the purpose of filing, copying, data entry, maintaining electronic files and records;
Provides administrative support such as maintaining employee files, ordering departmental supplies, providing employment verifications, processing employee separation notices (personnel action requests); and employee exits and clearance forms; Other duties as assigned
COMPETENCIES





Ability to respond to customers in a kind and pleasant manner either by phone or face to face; Self starter
Ability to demonstrate proper phone technique; Skill in the operation of computers and job-related software programs (Microsoft Office Word, Excel, PowerPoint); Oral and written communication skills; Skill in interpersonal relations and in dealing with the public; Decision making and problem solving skills

SALARY/BENEFITS
Hourly rate is commensurate with education and work experience. This is a part-time position and does not include insurance benefits; work hours will not exceed 29 hours per week. 

SPECIAL NOTES: 

Only applicants scheduled for interviews will be notified of the status of the position. The candidate selected for this position must successfully complete a criminal background investigation and motor vehicle screening. Professional references are required.
SPECIAL NOTES: 
 

As set forth in its student catalog, 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 person(s) has 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) Toni Doaty, Assistant Director of Student Services, toni.doaty@sctech.edu, 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) Teresa Brooks, Special Services Coordinator, teresa.brooks@sctech.edu, 501 Varsity Road, Mobile Unit 6B, Griffin, Ga  30223, 770-228-7258; Title IX/Equity and ADA/Section 504 Coordinator (Flint River Campus) Mary Jackson, Special Services Coordinator, mary.jackson@sctech.edu, 1533 Highway 19 South, Room A-252, Thomaston, Ga  30286, 706-646-6224.
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