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Named AMERICA’S BEST COMMUNITY COLLEGE by Washington Monthly
Office of HUMAN RESOURCES 1560 Metropolitan Parkway, Atlanta, Georgia  30310 404/225-4670 
                                                   POSITION ANNOUNCEMENT
	POSITION:
	CASHIER  (2 positions)

	Job Duties:
	Under close supervision, performs basic billing and collection duties for a technical college. Obtains billing information from outside agencies. Prepares and mails statements of accounts. Makes bank deposits. Assists with New Student Registration Sessions. Maintains files. Performs routine general clerical duties. May operate point of sale system in the bookstore.  Receives cash, Checks and/or money orders from students for tuition and miscellaneous fees. Balances receipts and posts to accounting records.  Obtains routine billing information from the outside agencies that pay student tuition, fees, etc. and performs billing functions.  Prepares and mails statements of accounts and/or other routine mail-outs.  Maintains billing and related files and records.

Prepares bank deposits.  Assists with all Student Registration Sessions.

Performs limited, routine general clerical duties, typing, answering the phone and/or related duties.  Operates Point of Sale System and provides assistance to customers in the bookstore.  Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior.  Performs other duties as assigned in the fulfillment of the needs, philosophy, and purpose of Atlanta Technical College.  Assists with Student registration sessions. 

	MINIMUM

QUALIFICATIONS:
	High School Diploma/GED.  Six (6) months of work related experience.  Knowledge of Basic arithmetic, skill in cash handling, Good communications skills.

	PREFERRED

QUALIFICATIONS:
	None

	WORK SCHEDULE:
	Must be able to work, Monday thru Friday

	SALARY: 
	Salary is commensurate with education and experience.

	BENEFITS:
	Regular State of Georgia benefits

	DATE POSTED:
	11/11/2016

	TO APPLY:
	Atlanta Technical College only accepts electronic application from the following:

Visit https://www.easyhrweb.com/JC_AtlantaTech/Job%20Listings/JobListings.aspx  to apply:
Instructions: Press control then click on link to go to ATC Job Center


	CLOSING DATE:
	Open until filled


Atlanta Technical College does not discriminate on the basis of race, color, national or ethnic
origin, gender, religion, disability, age, political affiliation or belief, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law). For further information regarding these laws (Title Vl and lX), contact Sylvie Moses, equity officer, Atlanta Technical College, Cleveland Dennard Building, Student Affairs Division, Suite B164, 404.225.4434. Email: smoses@atlantatech.edu. To request reasonable accommodations upon enrollment (Section 504/ADA), contact Sylvie Moses, career planner/special needs, Student Affairs Division, Cleveland Dennard Building, Suite B164, 404.225.4434. Email: smoses@atlantatech.edu. Atlanta Technical College, 1560 Metropolitan Parkway, SW, Atlanta, GA  30310. 11112016
