Metropolitan State College of Denver


POSITION ANNOUNCEMENT
E  469 dIS.Advisor.E469

DISABILITY SERvices advisor 
ACCESS CENTER
POsition #E  469
In order to be considered as an applicant you must apply through the online application system at 
www.mscdjobs.com. The full position announcement is listed at this site as well as application instructions. Be prepared to attach a cover letter, vitae and list of three professional references (separate documents) to your application.  IMPORTANT: If you have specific questions concerning this position please contact the department at 303-556-8387.  If you have technical questions please refer them to the MSCD Human Resources at 303-556-3120.  
SUMMARY:  The Disability Services Advisor provides reception, administrative support/supervision and coordination of specific services for qualified students.  The position is required to respond to inquiries, schedule appointments, coordinate note-taking/testing, special furniture accommodations and preparing administrative reports.  It is expected that the incumbent has strong customer service and problem-solving skills and is able to respond independently to constant challenges and change while maintaining discretion and professionalism at all times.  In order to provide effective and efficient services it is expected that the incumbent is flexible, maintains confidentiality, uses tact and diplomacy and is sensitive to the needs of those presenting with disabilities. Responsibilities include: 
A.)   Managing Front Desk Operations (40%): Responds to general inquiries regarding the program made in-person, by phone or by e-mail and makes appropriate referrals both within and outside the program; Schedules appointments and manages the calendar of the staff; Provides prospective students with information to prepare them for initial meeting with Disability Coordinator; Manages recruitment, hiring, supervision, and scheduling of hourly support staff;  Provides excellent customer service and support; Maintains confidentiality of all student disability information.

B.)  Coordinating Note-taking, Special Furniture and Testing Accommodations (35%): Provides direct services allowing the College to fulfill its legal responsibility to accommodate students with disabilities; Manages scheduling of exams with faculty and students; Coordinates reserving of additional space on campus to administer exams; Coordinates with AHEC to arrange placing of ADA furniture in specified classrooms; Manages volunteer note-taking services and collaborates with faculty to ensure notetakers are acquired for all requesting students; Ensures the integrity of all exams administered in the department; Oversees timely and proper returning of all exams; Ensures all forms are processed and maintained according to established policies; Prepares and maintains reports as determined by supervisor.

C.)  Providing Administrative Support (10%):  Receives and submits hourly support staff timesheets for processing; Coordinates   scheduling of  meetings for administrative staff; Manages office supplies inventory; Coordinates maintenance on specified office equipment; Coordinates  office maintenance services; Collects, compiles, and reports department-specific program or administrative information.

D.)  Document Management (10%): Copies, scans, maintains and retrieves student documents; Prepares and maintains spreadsheets and database that tracks various student information.

E.)  Special Projects and Activities (5%): Assists in planning and implementation of workshops and other activities both on campus and in the community; assists in disability awareness activities; Serves on committees and performs other related duties as determined by supervisor and/or Director.
EO STATEMENT:   Metropolitan State College of Denver is an equal opportunity employer and encourages women and minorities to apply. 

QUALIFICATIONS:  Required Qualifications: a.)  Bachelor's degree; b.) Minimum of one year of administrative work experience; c.) Proficient in use of computers and Microsoft Office software, including word processing, spreadsheets and databases.   Preferred Qualifications: a.) Experience working with individuals with disabilities; b.) Minimum of one year working in a postsecondary setting; and c.) Supervisory experience.
RANK & SALARY: 
Hiring salary range is $35,000 - $40,000 annually (plus a benefit package). 
APPOINTMENT: 
ASAP

APPLICATION: 
In order to be considered as an applicant you must apply through the online application system at www.mscdjobs.com. The full position announcement is listed at this site as well as application instructions. 
IMPORTANT: If you have specific questions concerning this position please contact the department at 303-556-8387.  If you have technical questions please refer them to the Metro State Human Resources at 303-556-3120. 

DEADLINE: 
.6/24/2011.  All applicants must apply through the Online Application System at www.mscdjobs.com.    
Metropolitan State College of Denver is one of the preeminent public, urban colleges in the nation. With more than 24,000 students, Metro State boasts more undergraduate Coloradans and more diverse students than any other institution in the state. Metro State's high-quality academics, unsurpassed faculty and affordable tuition make it an exceptional value for both undergraduate and graduate education in Colorado. The College offers bachelor of science, bachelor of arts, bachelor of fine arts and bachelor of music degrees as well as master's degrees in professional accountancy, social work and teacher education (M.A.). Located in downtown Denver, Metro State shares the 175-acre Auraria Campus with two other post-secondary institutions.

Pursuant to Colorado Open Records Law, written materials in a search process may be open for inspection by the public.
Visit Metro State at www.mscd.edu
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