[image: image1.jpg]McMaster

University B=s
$24




Job Description Posting

(For Positions in CAW Local 555, Unit 1)


Job Description Posting

(For Positions in CAW Local 555, Unit 1)


	JD #
	JD00060

	Pay Grade:
	5

	Title:
	Communications Team Member

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Communications Team member is responsible for providing general assistance and information to students and applicants regarding undergraduate programs, admissions processes, and general academic and registration procedures and policies.


	Purpose and Key Functions:
	· Respond to rejected applicants and explain reasons for the decision as outlined in the admissions database. 

· Complete education verifications and calculate grade point averages.

· Assist students with the use of the on-line registration and application system, and other procedures such as deferring exams and program transfers.

· Refer students to appropriate offices and departments within the University as required. 

· Write correspondence and respond to email inquiries, questions, and problems posed by students, applicants, alumni, and the general public.

· Document transcript request information required to generate an official transcript.

· Process and distribute transcript and rush transcript requests, letters of permission, and diplomas.

· Empathize with upset individuals and refer them to the appropriate contact.

· Provide new and replacement identification cards, validation stickers, and bus passes to students as required.

· Update and maintain database information.

· Attend and participate in meetings.

· Assemble and mail program information packages.

	Requirements:
	1 year Community College Diploma in Office Administration or related field.

Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


