POSITION:  Information Specialist-Continuing Education
CLASSIFICATION:  Support Staff/Non-Exempt

DEPARTMENT:  Continuing Education

REPORTS TO:  Director of Operations
GENERAL JOB SUMMARY:
In a team-based environment, under limited supervision, the Information Specialist ensures customer service by responding to Continuing Education student requests for class information, handling registration questions/problems and mailing flyers and brochures.  The Information Specialist works closely with Enrollment Services, Business Services personnel and Continuing Education program directors. This individual will serve the Continuing Education Operations team in a learner support capacity assisting learners with registration, cancellations, vouchers, refunds, CEU certificates, transcripts and payment issues.  Participation in course/event contract data entry and catalog proofing  is a requirement of this position.  Will perform related work as required.

  % OF TIME                                        ESSENTIAL DUTIES/RESPONSIBILITIES
Constant (67-100%)

· Regular and consistent attendance at work.

· Respond to customer requests for information in a timely manner.  Keep log of requests.

· Process Continuing Education registrations, refunds, tuition vouchers, drop/add forms, as appropriate.

· Must maintain compliance with required training as designated by supervisor.

Frequent (34-66%)

· Attend and participate in weekly Operation’s meetings.

· Answer “Continue” email for Continuing Education page and keep a request log.

· Serve as backup to support staff personnel.

· Weekly learner refund verification/monthly unpaid learner tracking

· Attendance verification for state recognized Coaching Authorization program

Occasional (10-33%)

· Administer Continuing Education Assistance Fund.

· Participate in monthly staff and support meetings.

· Create and monitor block registration sections for Continuing Education certificate programs and send appropriate mailings to certificate learners.

PERFORMANCE EXPECTATIONS:
1.
Be able and willing to represent the College in the most positive manner with prospective, former and current students, clients, suppliers and the community we serve.

2.
Must be an enthusiastic and energetic individual with the ability to meet and deal effectively and courteously with a wide variety of constituencies, and in a very service oriented manner.

3.
Assume responsibility, deal effectively with problems, and exercise independent judgment when making decisions.

4.
Thorough knowledge of general office procedures, effective telephone techniques, good business English and proofreading .  Ability to type at an acceptable level.

5.
Read, understand, and express oneself clearly and effectively in oral and written form.  Request clarification when needed.

6.
Ability to access, input, retrieve, and output information from a PC for word processing and database applications, including specialized departmental software.

7.
Ability to work effectively in an environment of frequent interruptions.

8.
Cooperate as a team member with the Continuing Education staff I performing duties essential to the division’s operation.

9.
Possess a high level of organizational skills.

(Please see reverse side)
Information Specialist-Continuing Education

Page 2

GENERAL PHYSICAL ACTIVITIES WITH OR WITHOUT A REASONABLE ACCOMMODATION:
Position involves constant (67-100%) sitting in an office setting; exerting up to 10 pounds of force occasionally (10-33%).  Occasional (10-33%) stooping, kneeling, crouching, and standing.  Frequent (34-66%) reaching, grasping, pulling, pushing and repetitive motion.  Constant (67-10%) talking, hearing and viewing a computer and other types of close visual work.

The statements contained herein reflect general details as necessary to describe the essential job duties/responsibilities and performance expectations of the job, which should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned.

MINIMUM QUALIFICATIONS:
High school diploma or equivalency required.  Any combination of clerical experience and/or post secondary training equivalent to three years of full-time experience OR and appropriate Associates degree.  Must have working knowledge of various computer software programs, i.e., Microsoft Word, Excel, and Access.  Customer Service experience involving heavy phone communication.

SALARY:  Paygrade F.

INSURANCE:
The College purchases term life, disability, health and dental/vision insurance, provides a flexible benefit account, and contributes to a retirement program for each full-time staff member.

APPLICATION PROCESS:
Applications will be accepted until position is filled.   A letter of application, resume, and completed Kirkwood application are required. Applicants are encouraged to electronically submit the application. To access electronic application go to www.kirkwood.edu/humanres 

Alternative application methods:

Application material can be requested by emailing jobopps@kirkwood.edu, or contacting Human Resources, Kirkwood Community College, P. O. Box 2068, Cedar Rapids, IA 52406; (319)398-5885.  AA/EEO Employer.

