Position Announcement
Office Assistant/Front Counter Receptionist
Running Start Program 
(Housed in the Career and Advising Center, LSC - 126)


Open Until Filled

Office Description and position functions
Running Start is a state-legislated program that allows eligible high school juniors and seniors to take college-level coursework tuition free.  As an office assistant/front desk receptionist for this program, this position will be responsible for greeting students, providing information on college procedures, providing referrals to other departments, scheduling appointments, answering the phone, and answering the questions of current and potential students.   This position will also complete various office projects for the Running Start program.

Requirements
· Desire and ability to work with the general public in a friendly and professional manner
· Familiarity with Microsoft Office, especially Microsoft Outlook and Excel
· Ability to work  independently with minimal supervision 
· Ability to remain calm in an often fast-paced and demanding environment 
· Attention to detail
· Reliability
· Strong oral and written communication skills

Hours of Work
The position is part-time; up to 16 hours per week.  Days/times may vary (evening hours a must).  A quarterly schedule will be created taking into consideration office needs and availability of employee.  This schedule will need to be flexible and may change quarter to quarter.  

Salary
Hourly wage is $10.00

Application Procedure
Interested applicants should submit a Green River Community College application for non-permanent positions to the front desk of the Career and Advising Center, Attn: Colleen Bassham (located in LSC 126).  Please include a cover letter addressing how you meet the requirements of the position.  


All offers of employment are subject to background verification

Part-time hourly employees who work 350 hours or more in any 12 month period are covered under the WFSE contract and will be required to pay dues.	

EQUAL OPPORTUNITY EMPLOYER:  Green River Community College is a committed equal opportunity employer and educator and operates under an affirmative action policy.  The college is committed to meeting its diversity needs.  We strongly encourage all qualified applicants, ESPECIALLY ETHNIC AND RACIAL MINORITIES, WOMEN, PERSONS OF DISABILITY, PERSONS OVER THE AGE OF 40, AND VIETNAM-ERA VETERANS to apply.  It is the responsibility of applicants selected for interview to notify the college of any accommodations required as a result of a disability covered under the Americans with Disabilities Act. 
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