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Cybersecurity Program Assistant
The Cybersecurity Program Assistant (Federal Work-Study) provides administrative, operational, and technical support to the Cybersecurity Program at the Technical College of the Lowcountry. This position assists with lab operations, program administration, event coordination, and basic marketing efforts while giving a currently enrolled cybersecurity student meaningful, hands-on experience in an academic and technical environment. The role supports the daily functioning and growth of TCL’s NSA/DHS designated Center of Academic Excellence in Cyber Defense (CAE-CD) program.
Cybersecurity Lab & Program Support (30%)
· Assist with lab setup, equipment organization, and basic technical support for cybersecurity courses and labs.
· Help maintain lab inventory, organize supplies, and ensure workspaces are clean and functional.
· Support faculty with basic preparation for hands-on activities and demonstrations.
· Perform routine checks on lab equipment and report any issues to the supervisor.
Administrative & Operational Support (25%)
· Perform general administrative tasks such as filing, data entry, scanning, and organizing program records.
· Assist with scheduling meetings, maintaining calendars, and coordinating appointments.
· Help track and organize program documents, forms, and student records.
· Perform basic data entry into the CAE-CD metrics tracker.
Event Coordination & Student Outreach (10%)
· Assist with planning, setup, and coordination of program events, workshops, and information sessions.
· Help promote events through flyers, emails, and classroom announcements.
· Support outreach activities aimed at recruiting new students into the Cybersecurity program.
· Support efforts to increase visibility of the program and CAE-CD designation.
CAE-CD Maintenance & Documentation Support (30%)
· Assist with collecting and organizing basic CAE-CD metrics.
· Help update and maintain simple website content or program information as directed.
· Help prepare folders, binders, or digital files for future CAE-CD annual reporting or 5-year renewal.
· Maintain organized digital and physical files related to CAE-CD requirements and evidence.
Training & Professional Development (5%)
· Participate in training related to lab procedures, cybersecurity tools, and CAE-CD documentation processes.
· Meet regularly with the supervisor for feedback and professional growth.
Minimum Requirements
· Currently enrolled in TCL's Cybersecurity program (AAS or Certificate).
· In good academic standing.
· Reliable, professional, and detail-oriented.
· Basic computer skills and ability to learn new software quickly.
· Maintain confidentiality.
· Excellent interpersonal and communication skills.
Knowledge, Skills & Abilities
· Performs essential job functions with minimal supervision.
· Basic knowledge of Windows, networking concepts, Microsoft Office/Google Workspace; security tools preferred.
· Strong organizational and multitasking skills.
· Good written and verbal communication skills.
· Interest in cybersecurity and willingness to learn program operations, lab support, and student services.




Supervision
The student works under the direct supervision of the Cybersecurity Program Director. Training and clear instructions are provided for assigned tasks. After training, the student is expected to complete routine work with moderate independence while all sensitive information, official communications, and program decisions remain subject to supervisor review. Regular feedback and check-ins will be provided.
Additional Information
· Work Environment: Professional office and lab setting on the Beaufort campus.
· Physical Requirements: Primarily sedentary with occasional lifting of materials/equipment up to approximately 20 pounds.
· Schedule: Scheduled around class schedule during normal Monday–Friday business hours.
· May occasionally assist with events outside normal business hours with advance notice.
This Federal Work Study position will pay $15.00 per hour and is 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:	David ‘Ronnie’ Bustamante 
Email:		dbustamante@tcl.edu 
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