NORTHEAST ALABAMA COMMUNITY COLLEGE

Rainsville, Alabama

Job Description

Job Title:
Cosmetology Live Work Aide
Function:
The Cosmetology Live Work Aide assists the Cosmetology Instructor in the coordination of live work. The Aide reports to the Director of Workforce Development and Skills Training and receives daily oversight from the Cosmetology Instructor(s) and Program Director. He/she complies with all policies of the State Board of Education, Alabama Department of Postsecondary Education, and Northeast Alabama Community College. 
Duties and Responsibilities:

· Assist the cosmetology instructor(s) in coordinating live work activities
· Collect monies derived from live work activities and account for them in methods established by the business office
· Deliver live work receipts to the business office on a regular and ongoing basis
· Assist in program publicity and in promoting the college
· Assist in ordering supplies and keeping accurate records of inventory
· Assist with data collection and reporting 
· Serve on college committees as assigned

· Perform other duties as assigned by administration
Required Knowledge, Skills and Abilities:

· Knowledge of established policies and procedures of the college and the Alabama College System
· Basic skills in financial accounting and product inventory
· Skill in written and oral communication
· Skill in dealing with the public
Minimum Required Education, Training, and/or Experience:

· Licensed cosmetologist, nail technician, and/or esthetician
· Three years experience in a salon environment
Supervisory Responsibility:

· None
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