
CASHIER – Part-time Hourly
Wenatchee campus. The position is a part-time, 19 hours per week, hourly position expected to begin as soon as possible.

PAY:
$18.36 per hour

BASIC FUNCTION:
Under direct supervision, perform cashiering and cash reconciliation duties, prepare bank deposits, process accounts receivable deposit and occasionally assist with account reconciliations, perform clerical and fiscal tasks as necessary.

GENERAL DUTIES:
· Perform cashiering duties; process payments received in person, by phone, mail and EFT; release various disbursements; wait on customers who need information or directions; make adjustments and corrections to customer accounts as directed.
· Review, reconcile and capture web credit card payments.
· Review daily cashiering batch summaries, making corrections when necessary; research and correct cash out-of-balance conditions.
· Process NSF checks – including contacting check writer, submission to contracted letter writing service, reverse accounting, and request de-enrollment for non-payment.
· Work with collection agency and aged account reports to reduce receivables.
· Work closely with Fiscal Tech Lead and Financial Aid office with Title IV and emergency loan collection procedures.
· Balance and post scholarships and sponsorship payments.
· Maintain the customer accounts database.
· Establish and collect payments on student payment plan contracts.
· Prepare and record parking pass sales.
· May lead student employees.
· Work on special projects as assigned.
· Perform related tasks as assigned.

MINIMUM QUALIFICATIONS: 
· High school diploma or GED certificate.
· The ability to troubleshoot, solve problems, handle and count money and act professional in a busy work environment.
· The ability to do simple math and operate a calculator.

PREFERRED QUALIFICATIONS:
· Experience with Microsoft Office programs, especially Word and Excel.
· Bilingual in Spanish and English.
· Keyboard and 10-key by touch.
· Experience in collections.
· Excellent customer service, phone etiquette, and professional front-line appearance and demeanor.

APPLICATION PROCEDURE:
Applicants must submit all of the following;
· A cover letter which summarizes how your education, training and experience demonstrate your ability to perform the duties and responsibilities.
· A statement of how you meet the minimum and preferred education, training, skills & abilities/competencies of the position.
· A current resume which includes dates of employment.

Please send your questions, contact information and resume to Nick Crawford at ncrawford@wvc.edu or attach documents to Indeed,com or mail to:

Wenatchee Valley College
ATTN: Nick Crawford
1300 Fifth Street
Wenatchee, WA 98801

CONDITIONS OF EMPLOYMENT:
· In compliance with the Immigration and Naturalization Act, proof of authorization to work in the United States will be required at the time of hire.
· Prior to appointment, the successful candidate must pass a criminal history background check.

REASONABLE ACCOMMODATION:
Applicants with disabilities who require assistance with the application and employment process will be accommodated to the extent reasonably possible. Requests should be made to the human resources office by calling 509-682-6440. Persons who are deaf or hard of hearing may dial 711 to place a call through Washington Relay, the state's free telecommunication access service.

EQUAL OPPORTUNITY EMPLOYER:
Wenatchee Valley College is committed to a policy of equal opportunity in employment and student enrollment. All programs are free from discrimination and harassment against any person because of race, creed, color, national or ethnic origin, sex, sexual orientation, gender identity or expression, the presence of any sensory, mental, or physical disability, or the use of a service animal by a person with a disability, age, parental status or families with children, marital status, religion, genetic information, honorably discharged veteran or military status or any other prohibited basis per RCW 49.60.030, 040 and other federal and laws and regulations, or participation in the complaint process.

The following persons have been designated to handle inquiries regarding the non-discrimination policies and Title IX compliance for both the Wenatchee and Omak campuses:

· To report discrimination or harassment: Title IX Coordinator, Wenatchi Hall 2322M, (509) 682-6445, Dial 711, title9@wvc.edu.
· To request disability accommodations: Student Access Director, Wenatchi Hall 2133, (509) 682-6854, TTY/TTD: Dial 711, sas@wvc.edu.

This recruitment announcement may not reflect the entire job description and can be changed or modified at any time.
Wenatchee Valley College is an equal opportunity employer

