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The University of Virginia is looking to fill two positions at its Northern Virginia Center in Falls Church:

Education Support Specialist:  The successful candidate will assist a Program Coordinator and be part of a team working with degree programs and other graduate level courses. Qualifications include: bachelor’s degree, preferably experience in education, excellent communication and customer service skills, ability to set priorities and work with a minimum amount of supervision, and proficiency in managing databases.  Specific duties include entering course information in databases, processing grade reports and course evaluations, ordering textbooks, registering students, attending education fairs, and similar support activities.  Proficiency in Microsoft Office or similar applications required.  When applying, refer to job position CP NOVA D01CB 001.  For more information, call 703-536-1133.
Program Assistant:  This is a part-time position working 20 hours per week, supporting K-12 education programs.  The successful candidate will assist a Program Director and be part of a team working with degree programs and other graduate level courses. Qualifications include: excellent communication and customer service skills, ability to set priorities and work with a minimum amount of supervision, and proficiency in managing databases.  Specific duties include entering course information in databases, processing grade reports and course evaluations, ordering textbooks, registering students, attending education fairs, and similar support activities.  Proficiency in Microsoft Office or similar applications required.  When applying, refer to job position HO4ES.  For more information, call 703-536-1123.

To apply:  Complete a State of Virginia application form available online at: www.hrs.virginia.edu/employment/howtoapply.html.  Mail application to University of Virginia, Dept of Human Resources, 914 Emmet Street, PO Box 400127, Charlottesville, VA 22904. Position will remain open until filled. The University of Virginia is an equal opportunity/affirmative action employer.
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