[image: image1.png]education works.





ADMINISTRATIVE ASSISTANT

The Alabama Department of Postsecondary Education is accepting applications for the position of Administrative Assistant. Under direct supervision of the Director of the Office of Workforce Development (OWD), the Administrative Assistant is responsible for assisting in the carrying out of the overall administrative functions of OWD, a division of the Alabama Community College System (ACCS).  This individual is responsible for coordinating travel and the appointment schedule for OWD staff; processing travel requests and assisting with travel arrangements and reimbursements; managing office resources, materials, supplies, and equipment; composing letters, memorandums and other correspondence; maintain files of reports, records, and correspondence; maintains the OWD web page and databases; sets up meetings and takes notes and prepares minutes. Qualifications include AA/AS degree or certification in office administration or related field; skill proficiency in Microsoft software packages and the operation of various office machines required; knowledge of web page and database experience preferred; two years administrative/secretarial experience of a progressively responsible nature; work experience in the field of economic development or workforce development preferred; ability to communicate effectively, both orally and in writing; ability to perform tasks separately and independent of constant supervision. Salary range: $32,241-$34,902. Applicants must submit a cover letter addressing qualifications, a current resume and Department application to the Legal and Human Resources Division, Alabama Department of Postsecondary Education, Post Office Box 302130, Montgomery, Alabama 36130-2130. Faxed or emailed applications will not be accepted. An application form may be downloaded at www.accs.cc/, “Employment Opportunities”. For more information call (334) 293-4602 or e-mail vicki.strength@dpe.edu. Applications must be received no later than 5:00 p.m. Friday, December 30, 2011. The Alabama Department of Postsecondary Education is an Equal Opportunity Employer.
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