
POSITION ANNOUNCEMENT 
 

The Tennessee College of Applied Technology Elizabethton is accepting applications for the position of 
Technical Support Clerk. 
Qualifications:  The successful applicant must possess a high school diploma with a post-secondary 
credential preferred. Three years of work experience in education or a business environment a 
must.  Candidates must have excellent computer skills and knowledge of word processing and 
spreadsheets.  Excellent communication skills a must as well as the ability to deal with the public and 
have proper phone etiquette.  Knowledge of student support services, such as student information 
management systems, student support and financial aid a plus. 
General Duties:  Individual will be trained to work across multiple office disciplines to include:  assist 
students with the financial aid application process, transact business within the bookstore, ability to 
meet and work professionally answering the phone and greeting the public, prepare deposits, post 
receipts in ledger and prepare deposit reports, prepare purchase orders, process accounts 
payable,  maintain and manage student transcript requests, maintain approximately 600 student 
records, assist in student registration, insure students have met graduation requirements, prepare 
diplomas and verify accuracy of grades and hours posted for final transcript, able to accurately maintain, 
evaluate and produce student enrollment reports in a timely manner, assist in main office with other 
duties as assigned.  Must be proficient in Business English and basic mathematics.  An ability to maintain 
strict confidentiality of records is vital. 
Candidates must demonstrate a successful work history and ability to relate to co-workers and students. 
All interested individuals should submit a cover letter detailing how they meet the qualifications for the 
position, a resume to include references, a TCAT application (available at www.tcatelizabethton.edu) 
and a copy of transcripts to: 
Tennessee College of Applied Technology 
Attn: Nancy Perkins, Office Manager 
Nancy.perkins@tcatelizabethton.edu  
P.O. Box 789 
Elizabethton, TN  37644 
Review of resumes will begin May26, 2015 and continue until position is filled. 

An AA/EEO/ADA Employer 
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