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Federal Work Study Job Description-Admission and Enrollment Assistant (New River Campus HUB)

Position Details:
Job Title:  Federal Work Student
Employer:  Technical College of the Lowcountry
Office/Department:  Admissions and Enrollment
Location (Building/Room): New River Hub
Term: Fall 2026
Hours: Maximum of 20 hours/week, Operating hours flexible between M-TH 8-530pm and Fridays 8-1130am.
Job Purpose: Document imagining, customer service, daily operational tasks

Job Description/Duties:
This position will assist the Hub/Admissions Office the daily operations of the admissions office, including monitoring the admissions inbox, processing electronic transcripts and other documents, providing customer service via phone, in person, via email, or virtually. This position may also provide daily operational assistance to other departments housed inside the HUB including Registrar, Financial aid, Student Accessibility Services, Dual Enrollment, and Career Services.

Job Qualifications: 
· Maintain confidentiality of all academic and personal records 
· Attention to detail
· Provide excellent customer service via phone, email, chat, and in person

This Federal Work Study position will pay $15.00 per hour and is approved to work a maximum of 20 hours per week. 
Application Information:
If you are interested in applying for this position, please complete the Federal Work Study Application.
Supervisor Information:
Supervisor Name:  Taylor Welborn
Supervisor Email:  twelborn@tcl.edu
Supervisor Phone:  843-525-8336

Evaluation:
The supervisor will provide regular and timely feedback and will complete an evaluation at the end of the employment.
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