State of Georgia Job Description

	Job Title: Admissions Assistant, DTAE 
Job Code: 61830 
Last Update: 01/01/2002 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 02 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under close to general supervision, greets visitors and students and provides information for the Admissions Program at a technical college. Operates a multi-line telephone console. Sorts and distributes incoming and outgoing mail. Processes new student applications and prepares student files. Maintains inventory of admissions materials. Schedules students for appropriate testing. Assists with graduation and registration activities. Performs secretarial/clerical duties. 




Job Responsibilities & Performance Standards:
1.
Greets visitors and students. Determines the nature of their need or request and provides information. (Performed by all incumbents) 


1.
Acknowledges and responds to all visitors in a timely and courteous manner.

2.
Uses sound judgment and knowledge of department and technical college policies, procedures and operations to respond to routine questions.

3.
Directs non-routine requests to appropriate personnel in a timely manner.

2.
Operates a multi-line telephone console in order to relay incoming and outgoing calls. (Performed by all incumbents)

1.
Answers the telephone in a courteous and timely manner.

2.
Attentively listens and notes callers' questions and requests.

3.
Uses sound judgment and knowledge of the department, operations and admissions procedures to appropriately respond to callers' questions and requests.

4. 
Records messages accurately and legibly according to established practices. Forwards messages to appropriate parties in a timely manner.

5.
Maintains an accurate directory of all personnel, students, courses and events at the technical college. Updates as necessary.

3.
Sorts, processes and distributes incoming and outgoing mail. (Performed by all incumbents) 


1.
Processes mail by sealing, sorting, weighing and applying proper postage.

2.
Notifies students of mail received in a timely manner.

3.
Maintains an adequate supply of stamps, envelopes, and special mailing supplies for students and staff.

4.
Processes new student applications and related information and prepares student files. (Performed by all incumbents)

1.
Inputs student name and address into the BANNER student information system according to established procedures. Updates name and address changes as needed.

2.
Accurately enters high school transcripts into BANNER.

3.
Maintains correspondence for students in programs assigned.

4.
Distributes a list of accepted students to staff and Financial Aid Office on an established basis. Informs appropriate personnel of any changes in the admission status.

5.
Properly prepares and mails acceptance letters and other correspondence to applicants. Maintains copies for files according to established guidelines.

5.
Maintains inventory of admissions materials. (Performed by all incumbents.)

1.
Maintains adequate supply of admissions materials, such as brochures and program information sheets.

2.
Reproduces materials as needed by copying or ordering materials according to established guidelines.

3.
Obtains necessary authorization for ordering materials.

4.
Writes purchase orders as needed for new materials.

6.
Schedules students for appropriate testing. (Performed by some incumbents)

1.
Assigns potential students a testing date for placement exam (ASSET) in a timely manner.

2.
Accurately enters scores into the computer and files records copies.

3.
Assigns potential students a testing date for placement exam in a timely manner.

4.
Provides center with an accurate list of prospective students to be tested.

7.
Provides secretarial/clerical support such as incidental typing and filing. (Performed by all incumbents) 


1.
Types letters, memos, forms and labels according to established formats and guidelines.

2.
Files correspondence, articles and records when requested according to established policies and procedures.

3.
Proofreads and edits documents or materials, making corrections and revisions as necessary to ensure accuracy, consistency, clarity of content and proper spelling, grammar and punctuation.

8.
Assists with registration and graduation activities. (Performed by some incumbents)

1.
Readily assists with registration and graduation activities.

2.
Shares information with other departments regarding registration and graduation activities in a timely manner.

3.
Accurately inputs graduation awards into the computer system.

4.
Verifies student record information to requesting personnel.

9.
Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. (Performed by all incumbents)


1.
Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work.

2.
Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.

3.
Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures.

4.
Accepts direction and feedback from supervisors and follows through appropriately.

5.
Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.

10.
Assist with the design and execution of special events, projects and activities as requested (Performed by all incumbents.)

1.
Readily assists with special events, projects and activities.

2.
Shares information with other departments regarding activities in a timely manner.



Minimum Qualifications:
High school diploma or GED. Experience working with the public in a customer service environment. Excellent verbal and written communication skills. 

Preferred Qualifications:
(In addition to minimum) Knowledge of BANNER student information software. 

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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