
Coastal Bend College does not discriminate on the basis of race, creed, color, national 

origin, gender, age or disability. 

 

 

Coastal Bend College is accepting applications for a full-time 

TALENT SEARCH PROJECT ADMIN ASSISTANT 

Location: BEEVILLE 

Salary: $20,800 

Begins: 9/1/2016 

Application Deadline:   Open Until Filled 

Function:  

The TRIO Talent Search Administrative Assistant will act as support for the TRIO Talent 

Search Program. Responsibilities include, but are not limited to: knowledge of advanced 

computer skills including Microsoft Office, knowledge of database systems and ability to 

perform data entry; ability to understand advanced data processing; ability to work 

effectively with TS Project staff, Coastal Bend College employees and target schools’ 

administration; ability to effectively communicate orally and in writing; provide 

exceptional customer services to students, parents, faculty, and the general public; 

completing basic office work (filing, word processing, messaging); maintaining the 

Administrative office. In addition, this position will also aid in the coordination of tutors 

and mentors as well as perform other duties as assigned. 

Experience and Education:  

High School Diploma/GED required; Associates’ Degree Preferred in office 

management, computer systems or related fields. 

Minimum of two (2) years of experience in the areas of office and database 

management. Minimum of one (1) year of experience working with federal TRIO 

programs, academic support programs, or similar programs for disadvantaged low-

income (9-12 grade) students that will be potential first-generation college students. 

Professional or personal experience in overcoming barriers similar to those confronting 

Project Participants. Knowledge of advanced computer skills including Microsoft Office. 

Knowledge of database systems and ability to perform data entry. Ability to understand 

advanced data processing. Ability to work effectively with Project staff, Coastal Bend 

College employees and target schools’ administration. Ability to effectively communicate 

orally and in writing. 



Coastal Bend College does not discriminate on the basis of race, creed, color, national 

origin, gender, age or disability. 

 

In order to be considered for this position, your application packet 

must include the following: 

1. A CBC Classified Application for employment, completed in its 

entirety 

2. Resume with cover letter (optional) 

3. Copies of all required licenses, if applicable 

4. Copies of transcripts from all institutions attended 

http://www.coastalbend.edu/uploadedFiles/CBC/Content/Administrative_Services/Human_Resources/Classified%20Application%201%202015.pdf

