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	POSTING DATE:
	August 27, 2018

	POSITION:
	Part-time Administrative Assistant – Adult Education

	REPORTS TO:
	Director of Adult Education

	MINIMUM REQUIREMENTS:


	· Ability to maintain confidential information

· High School Diploma and Three (3) years administrative assistant experience or training

· Proficient with technology: knowledge of Microsoft Office, skilled in Excel.

	RESPONSIBILITIES:
	· Answer multi-line phone and relay messages 
· Running copies, putting together training manuals
· Running errands to pick up items for events and deliver materials

· Assist with events as needed

· Follow calls for interested businesses for training information

· Assist with Adult Training Programs

· Registration and generating performance reports

· Assist with public relations, tours, meetings, contest, and recruitment
· Other tasks as needed

	QUALIFICATIONS:
	Ideal candidate should possess:

· Team player with good interpersonal skills

· Ability to write reports and handle business correspondence

· Ability to construct attractive documents using graphics, MS PowerPoint, and other software enhancements

· Mathematical skills to handle basic business activities

· Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form

· Handle multiple tasks

· Self-starter; shows initiative; detail-oriented; accountable

· Outstanding Attendance

· Must be able to regularly lift or move up to 10 pounds and occasionally lift or move 25 pounds or more

	CONTRACT:
	Evening 4p-8p Mondays and Thursdays-Some Daytime coverage if needed  

	WAGE:
	Based on related work experience and education

	STARTING DATE:
	To be determined

	APPLICATION PROCEDURE:
	Send a classified employee application (available online at http://tririvers.com, a resume, three (3) letters of references, and a cover letter detailing skills and qualifications for the position.  For more information, call (740) 389-4682 Ext. 5514

	SUBMIT APPLICATION MATERIALS BY September 7, 2018  TO: 
	Emeline Kelly 
Tri-Rivers Career Center

2222 Marion Mount Gilead Road

Marion, OH  43302


Equal Opportunity:  In accordance with Title VI, Title IX and Section 504 of the Rehabilitation Act of 1973, The Tri-Rivers Career Center Board of Education has a policy prohibiting discrimination against any person on the basis of sex, race, religion, disability, age or national origin.
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