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Job Announcement

Position:  

High School Coordinator  
Location:  


Carroll Campus – Carrollton, GA 

Department:  

Dual Enrollment
 
Reports to: 

Director of High School Initiatives
FLSA Designation: 
Exempt
Nature of duties: The High School Coordinator is responsible for the administration of the Move On When Ready Program by working closely with high school administrators, high school students and parents.  This program includes dual and joint enrollment opportunities to high school students that lead to either an industry recognized credential, postsecondary certificate of credit, diploma or associate’s degree.    

Major Duties:
· Administration of the MOWR Program to include recruitment, testing, advisement, admissions/enrollment, orientation, funding applications, and liaison with high school staff;

· Organize and implement recruitment activities for MOWR Program to include high school visits, evening meeting for parents, etc.;

· Perform on-site testing and coordinate testing at local high school campuses;

· Advise students on course offerings and programs of study;

· Perform registration of students.  May also assist in mass registration for technical students;

· Complete WGTC portion of funding applications;

· Conduct orientation session for new students;

· Provide information to high school administrators as needed such as grades, status of admissions and schedule information;

· Provide awards/certificates as requested for individual high school awards events/graduations;

· Complete other related tasks 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 use of computer and job related software programs including, but not limited to,  Microsoft Office, Banner, and Google Docs;

· Decision making and problem solving skills;

· Skill in interpersonal relations and in dealing with the public;

· Oral and written communications skills

Minimum Qualifications:  Bachelor’s degree and *and* Two (2) years of work experience in a secondary or post-secondary education environment.
Preferred Qualifications:  
· General working knowledge of post-secondary admissions processes;

· Previous work experience with MOWR or high school dual enrollment; 

· Previous work experience with Banner or similar software;

· Excellent communication skills with the ability to effectively communicate with students, parents and high school administrators.

Salary/Benefits:  Salary range low $40’s. 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 electronic application system at: WGTC Job Center. Unofficial transcripts, resume and proof of applicable certifications/licensures are required for consideration.

Note: Selected candidate must successfully complete a background check to include employment references, criminal history, and verification of employment.  

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.
