EMPLOYMENT OPPORTUNITY

Position Number: 04-82
Announcement Date: November 22, 2004 Closing Date: Open

Position: REGISTRATION CLERK - Admissions and Records Department
Short-Term, Hourly as needed

Salary: Range 2 — Starting Salary $8.85/hourly
NO HEALTH BENEFITS

Starting Date: As needed -- This is to establish a pool for future positions

POSITION INFORMATION: This is a Short-Term, hourly as needed position. NO HEALTH BENEFITS. The days and
hours of employment are dependant upon the needs of the department.

Under the supervision of the appropriate Administrator, the Registration Clerk will provide duties related to registration
activities which assist in the processing of students and related paperwork necessary to facilitate student enroliment into
college classes and programs; and to do related work as required. Residence codes college applications that are routine in
nature. E Accepts, reviews, and processes admissions applications. E Identifies codes for MIS reporting (high school,
college). E Enters application data into college computer program. E Prepares application information for data entry. E
Reviews applications for accuracy and makes corrections when they are returned from computer center. E  Takes photo
identification pictures for students and staff. E Admits, registers, and processes change of program (add/drop) at registration
windows. E Posts class opening day and drop rosters. E Accepts class drop refund requests and process paperwork. E
Works payment windows, accepts class fees in cash, check and credit card payments and posts payment information on the
computer. E Organizes, arranges, and files all paperwork. E Organizes and initiates the mailing of Probation and Dismissal
letters. EMails out admissions confirmation receipts and parking permits (online and touchtone telephone registration). E

Reconciles daily fee Bayment reoeiPts and cash on hand. E

The Americans with Disabilities Ac {;;\D,A Z) requires us to identify the essential (E) duties/functions of the position. We have
e jo

indicated those duties with an E on description.

QUALIFICATIONS: Completion of a high school diploma or equivalent, or satisfactory completion of 12 college units. One year
experience handling money or working with the general public.

KNOWLEDGE AND ABILITIES: KNOWLEDGE OF: Computer keyboard. Good computation skills. Good verbal
communication skills. Good public relations skills. ABILITY TO: Work under pressure. Follow directions. Work independently.
Work with a high level of motivation. Use a calculator.

METHOD OF APPLICATION:

Anyone interested in this position must request a Rio Hondo College Classified application and a Supplemental Questionnaire
from the Office of Human Resources and return the completed forms, with a resumeé by 4:30 on the closing date listed above.
All applicants meeting the minimum qualifications may be required to take a test and will be notified of the date and time.

The Immigration Reform and Control Act requires that the District obtain documentation from every individual who is employed
which verifies identity and authorizes his/her right to work in the United States. As a condition of employment, the selected
applicant must provide a set of fingerprints (at the applicant’s expense) taken by an official agency on a BID-7 card or Live
Scan. For positions requiring a valid California driver’s license, proof of insurability is required. Applicants who are protected
under the Americans with Disabilities Act and require accommodations for completing the application process, testing (if
required for position), or the interview, due to a disability, please notify the Human Resources Office.

A copy of this announcement will be provided in braille to visually impaired applicants upon request.

RIO .
HONDO  Office of Human Resources An Job line # (562) 692-3677
COLLEGE 3600 Workman Mill Road Equal Employment FAX#  (562) 908-0411
Whittier, CA 90601 Opportunity TDD#  (562) 908-3422
M (562) 908-3405 Employer (For Hearing Impaired)
www.riohondo.edu




