OF THELOWCOUNTRY

Registrar’s Office Student Assistant — Beaufort Mather Campus

The Registrar’s office provides a variety of services in order to maintain official student records
including grades, graduation requirements and official transcripts.

Job Duties:

e Assist with imaging and filing all historical student files into a digital documentimaging
system.
e Assist with the daily operations of the Registrar’s Office including:
o Monitoring the Student Records inbox
o Processing electronic transcript requests
o Providing customer service via phone, in person, or email
e Assist the Registrar and Assistant Registrar with various

Special Skills Required:

* Maintain confidentiality of all academic and personal records
e Attention to detail
e Excellent customer service skills

Federal Work Study position pay up to $S15 per hour and are approved to work a maximum
of 15 hours per week.

If you are interested in applying for this position please complete the Federal Work Study
Application.

Supervisor:  Dr. Barbara Denson, Registrar

Email: bdenson@tcl.edu



https://federation.ngwebsolutions.com/sp/startSSO.ping?PartnerIdpId=https://sts.windows.net/52b0eb7d-5972-4d7c-b97c-93f9000bdf05/&SpSessionAuthnAdapterId=tclDF&TargetResource=https%3a%2f%2fdynamicforms.ngwebsolutions.com%2fSubmit%2fStart%2f96dbcf68-21eb-4b71-a209-750597a89b1a
https://federation.ngwebsolutions.com/sp/startSSO.ping?PartnerIdpId=https://sts.windows.net/52b0eb7d-5972-4d7c-b97c-93f9000bdf05/&SpSessionAuthnAdapterId=tclDF&TargetResource=https%3a%2f%2fdynamicforms.ngwebsolutions.com%2fSubmit%2fStart%2f96dbcf68-21eb-4b71-a209-750597a89b1a
mailto:bdenson@tcl.edu?subject=Federal%20Work%20Study

