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Job Announcement

Position:  Program Specialist
Location:  Carroll Campus

Department:  Academic Affairs
Reports to:  Dean of School of Arts and Sciences
FLSA Designation:  Non-exempt
Nature of Duties: Under general supervision of Dean, performs advanced secretarial/clerical duties requiring a working knowledge of Microsoft Office Word, Excel, Access, and PowerPoint.  Completes administrative tasks and special projects as requested, customer service, data entry, budgeting, and records management.  May provide assistance in purchasing and accounting tasks and assist instructors as needed.  May be cross-trained in various assignments related to the operation of the division.  Some night and weekend work may be required. 
Minimum Qualifications: 
· Associate’s degree required in a course of study related to the occupational field 
*and* 

· Three (3) years of related work experience

Note: Experience may substitute for the degree on a year-for-year basis.

Preferred Qualifications:

· Bachelor’s Degree

· Experience in post-secondary education environment
· Two years of experience performing advanced level administrative support to an agency
· Experience in personnel, accounting, and/or purchasing
· Excellent knowledge and experience in the use of the Internet, Email, Windows, Microsoft Office
· Completion of formal training program from an accredited institution in the area of business or office management
· Experience working with special projects, customer service, data entry, budgeting, and records management
· Banner knowledge
Salary/Hours: Low to mid $30’s based on experience; Benefits include paid state holidays, vacation, retirement, personal and sick leave, and the State of Georgia Flexible Benefits Program. 

Method of Application: Interested candidates should apply through the online application system at: www.westgatech.edu.  
Employment Policy: The Technical College System of Georgia and West Georgia Technical College do not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or belief, disabled veteran, veteran of the Vietnam Era, or citizenship status (except in those special circumstances permitted or mandated by law) in educational programs, activities, admissions or employment. All applicants will be considered; however, only selected applicants may be interviewed.  Approval of employment does not constitute a contract.  Continued employment is contingent upon job performance and funding.

