HOLYOKE
COMMUNITY
COLLEGE

Clerical Assistant (Ludlow Area Adult Learning Center & Springfield Adult Learning
Center)

Salary
$17.00 - $19.00 Hourly

Location
Holyoke, MA

Job Type

Part-time, Non-Benefited
Division

Business & Community Services

Job Number
NB-22-78

Provides data management, office support, reception, and business office support for Ludlow Area
Adult Learning Center, Springfield Adult Learning Center, and/or ESOL Workforce Development
programs.

1. Helps to ensure a welcoming, positive environment for diverse students, staff, and
community members through reception and office management for a busy adult school
context.

2. Enters student enroliment, attendance, assessment scores, outcomes, etc. into
Department of Elementary & Secondary Education (DESE) LACES database.
Collaborates with teachers and advisors to ensure accurate data collection.

3. Develops mechanisms for regular communication of student progress: attendance letters,
assessment reports, etc. Generates reports on attendance and other outcomes for review
by administrative and professional staff.

4. Runs reports in LACES database and stays current on policy changes related to data
entry, intake, waitlist, class enrollment, attendance, and ESOL assessments.

5. Assists Director in management of HCC ESOL outcome data: creates and maintains
spreadsheets that track progress towards program targets (enrollment, measurable skill
gain, etc.). Revises and improves systems in response to database and policy changes.

6. Answers phone inquiries and provides routine information concerning program services.
Refers to area programs for services not provided.

7. Maintains confidential student files (paper and electronic) related to attendance,
enroliment, assessment scores, goals, certificates, outcomes, etc.

8. Maintains schedule of intake interviews and supports recruitment of new students.

9. Assists with marketing of classes through community calendars, brochures, flyers, etc.

10. Prepares standardized forms such as requisitions, direct pay requests, etc. according to
detailed procedures. Places orders and tracks spending of supply line: textbooks, non-
instructional supplies, etc. Collaborates closely with Director and Grants Accountant to
manage communication with vendors.

11. Skillfully uses Microsoft Office and/or Google suite, including Excel/Sheets and Mall
Merge, to build a variety of tracking and reporting systems. Improves systems and
workflow.



Qualifi

12. Serves as liaison with maintenance staff. May open the site in the mornings.
13. Prepares general office correspondence.
14. Performs other duties as assigned.

cations

REQUIRED: Associates degree with minimum of two years’ experience. Proficiency in Microsoft
Suite, data entry/management, strong organizational skills, attention to detail, and customer
service.

PREFERRED: Experience working a in a diverse setting; bilingual preferred (Spanish,
Portuguese, Arabic, Turkish, Vietnamese, or Russian preferred); previous experience with LACES
or SMARTT databases.

EQUIVALENCY STATEMENT: Applicants who do not meet the qualifications as stated above are
encouraged to put in writing precisely how their background and experience have prepared them
for the responsibilities of this position.

Part-Time, Non-Benefited Position

Hours: 18.5 hrs/week (Monday through Friday)
Funding Source: Grant

**Please Note: Candidates for employment should be aware that all Holyoke Community College
students, faculty, and staff must be fully vaccinated by January, 2022. Accordingly, initial
employment is dependent upon receipt and verification of full vaccination status records; details of
how to fulfill vaccine record verification requirements will be provided during the hire and
onboarding process.

- All candidates must have legal authorization to work in the United States. HCC is not
sponsoring H1B Visa.
- Pre-Employment Background check, including Criminal History will be conducted for all
positions.

Holyoke Community College is committed to excellence and opportunity through diversity in
education and employment. Holyoke Community College is an affirmative action/equal opportunity
employer and does not discriminate on the basis of race, creed, religion, color, gender, sexual
orientation, age, disability, genetic information, maternity leave, and national origin, in its education
programs or employment.

Agency

Holyoke Community College

Address

Phone

303 Homestead Ave.

Holyoke, Massachusetts, 01040

(413) 552-2554

Website

http://hcc.edu
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