TECHNICAL COLLEGE
OF THE LOWCOUNTRY

Administrative Specialist — Human Resources

Job Description: The Human Resources (HR) Administrative Specialist will greet visitors,
employees, and students visiting the Human Resources department. Assist with various
administrative tasks, helping to ensure smooth day to day operations.

Job Duties:

File documents, create file folders, transcript files, position description files, etc.
Assist HR with hosting employee wellness and other events, trainings, and other HR-
related activities

Assist with special projects

Other duties as assigned

Special Skills:

Respect for confidentiality

Excellent customer service

Unique and energetic self-starters

High thirst for knowledge

Ability to be flexible in working on a variety of tasks

Federal Work Study on campus positions pay $15 per hour and are 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: Lillie Sheppard

Email: Lsheppard@tcl.edu



https://dynamicforms.ngwebsolutions.com/Submit/Start/96dbcf68-21eb-4b71-a209-750597a89b1a?SSO=N
https://dynamicforms.ngwebsolutions.com/Submit/Start/96dbcf68-21eb-4b71-a209-750597a89b1a?SSO=N
mailto:mreed@tcl.edu

