STUDENT EMPLOYMENT
JOB DESCRIPTION

Job: 99500

Department: Human Resources

Job Title: Student Employment — HR Clerk
Supervisor: Laura Lyle

Phone: 614-247-0967

Email: lyle.132@mail.cotc.com

Hourly Rate: $13.30
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Qualifications: (specific training/experience required)

e Currently enrolled at Central Ohio Technical College

e |deally pursuing a business-related degree

e Proficient in Microsoft Office products, including Word, Outlook, and Excel

e Ability to maintain strict confidentiality of sensitive and personal information
e Customer service experience

e Experience working in an office environment

e Ability to work independently to complete assignments

e Strong attention to detail and organizational skills

o Effective written and verbal communication skills

Job Description: (specific information regarding level of responsibility, range, and complexity of duties with percentage

of time for each)

e Provide outstanding customer service to employees, applicants, and visitors in person and via
telephone

e Perform general administrative duties in support of the Human Resources department

e Post job openings and assist with recruitment-related activities

e Prepare New Hire Orientation and Open Enrollment packets

e Enter and maintain data in HR software systems and Excel spreadsheets

e Assist with reviewing and updating position descriptions

e Scan and electronically file HR documents in accordance with record retention requirements

e Assist the HR Generalist and HR Director with departmental projects and initiatives

e Conduct research on HR best practices as requested by the HR Director

e Maintain confidentiality of employee records and other sensitive information

e Present a professional appearance and demeanor at all times consistent with a customer-facing HR
office environment

Will the Student Employee have access to restricted data (to include elements such as name/social security
number, driver’s license number, debit/credit card account data, refer to complete description under the


mailto:lyle.132@mail.cotc.com

Institutional Data Policy Data Element Classification List) cash, and/or be working/providing services
unsupervised by any university/college faculty/staff?

X __Yes (Third party background check required-completed online)
No

e Will the Student Employee be working with minors; including care, custody, or control of a minor? (The

definition of “minor” does not include persons under the age of 18 who are enrolled for academic credit or have
been accepted for enrollment.)

Yes (BCI & FBI background checks required-completed @ Security Office)
X No

This job does not replace a full-time employee.

Click here for an application

COTC Account #: 62017

OFFICE OF FINANCIAL AID USE ONLY

o Students in this job provide services that are open, accessible and designed to improve the quality of life for community residents or to
solve particular problems related to those residents’ needs __Yes _x No

o Students in this job provide services to students with disabilities __Yes _x No

(] Background Check Required? __ Yes (BClI & FBI ~ Third Party) __ No

Third party background check required.
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