South Georgia College

Job Description

Position:

Staff Assistant





BCODE
Job Title:

Staff Assistant





EEO:
Department:

Strategic Planning and Research


EEO CLASS:
Purpose


The Staff Assistant in the Division of Strategic Planning and Research is responsible for supporting all planning and research efforts of the College and organizing reports and data as they are collected. The employee is required to exercise initiative, independent judgment and discretion in screening calls, visitors and mail, and in answering and disposing of requests for information. The employee will demonstrate competency in the use of a personal computer, Microsoft Office products, e-mail and the Internet.

Essential Functions

· Support the collection and organization of data needed for compliance with Southern Association of Colleges and Schools (SACS) Criteria and for other institutional needs.

· Collect and maintain various demographic data for the college service area population in order to assist in grant writing, student enrollment projections and program planning.

· Prepare summary tables, graphs, and charts.

Required/Desired Knowledge, Abilities and Skills

· Thorough knowledge of the rules, regulations and operating procedures of the division of Strategic Planning and Research.

· Ability to understand and follow basic oral and written instructions.

· Ability to make work decisions in accordance with administrative rules, regulations and policies.

· Ability to establish and maintain effective working relationships with other employees and with the public.

Required/Desired Education, Experience and Necessary Qualifications

· Ideal candidate will have excellent interpersonal skills and minimum of Associate Degree with at least two years experience in a fast-paced office environment.
Supervision

The Staff Assistant reports to the Director of Strategic Planning and Research.
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