OFFICE SERVICES SPECIALIST III
ROCKBRIDGE REGIONAL CENTER

Position No. W0031




POSITION            	Office Assistant - 3:00 p.m. until closing Monday through 
				Thursday, occasional Friday

	DEADLINE	Open until filled 

BEGIN DATE        		September

SALARY               		$12.00 per hour 
				

QUALIFICATIONS	Training and/or work experience equivalent to an Associate’s degree in a related field.  Excellent customer service skills; communicate effectively, cash handling experience; accurate typing skills, ability to problem solve, work well independently; be able to handle multiple priorities and display professional deportment at all times.

DUTIES			

· Provide first line technical support to students and faculty
· Provide assistance to the public
· Support test proctoring, registration, tuition 	payments and book sales
· Ensure the building is secured
· Enforce College policies
· Provide administrative support to the RRC director
· Process applications and registrations in PeopleSoft
· Assist in maintaining classroom schedules and 
	resources





	



