Position Title: College Assistant Hourly – Health & Wellness Services
Job Summary: BMCC Health & Wellness Services is seeking a technology-oriented College Assistant to support the department’s digital transformation and daily administrative operations.
Key Responsibilities:
· Assist with scanning, uploading, organizing, and processing student medical records.
· Support immunization compliance, medical document verification, and student health clearance processes.
· Assist with data entry, electronic records management, and quality assurance.
· Support the implementation of digital platforms and electronic health information systems.
· Provide administrative and front-desk support, including responding to student inquiries.
· Maintain confidentiality and perform other related duties as assigned.
Qualifications:
· Strong computer skills, including Microsoft Office and Google Workspace.
· Excellent organizational, communication, and customer service skills.
· Attention to detail and ability to handle confidential information.
· Experience with data entry, document management, or electronic records systems preferred. 

Hourly rate is $19.12
Email cover letter and resume to: dsoliman@bmcc.cuny.edu
Current students cannot be considered for this position, as the individual will be handling medical information.


