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Announcement Number:   2017-36
Who can apply: Public
Open: July 12, 2017
Closed: July 26, 2017
	Position Title
	Program

	Administrative Aide
	Support Service


Illustrative Examples of Work:

The duties listed below are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

DUTIES AND RESPONSIBILITIES

Work under administrative direction of the Program Manager, Assistant Program Manager or an Administrative Assistant. 

Operate a motor vehicle to assist in carrying out the business of the program/unit as assigned.

Maintain effective working relationships with other employees, officials, and all members of the general public.

Has initial contact with the public for the program or unit.  Answers questions and responds to inquiries from customers.  Escort/direct visitors to appropriate individuals or programs.

Responsible for accepting, establishing and maintaining security and confidentiality of program records.

Receives and distribute incoming mail and answer and screen incoming calls and take message for the assigned program/unit.

Compose, transcribe, type and edit a variety of correspondence, reports, memoranda, forms, minutes and other material requiring judgment as to content, accuracy and completeness.

May be assigned to maintain confidential personnel/client and correspondence files for the program/unit.

Order and maintain inventory of office supplies and printed materials.

May be assigned to prepare monthly, quarterly, and annual program reports and other specialized statistical report as assigned.

Perform other related duties.

REQUIRED MINIMUM EDUCATION AND EXPERIENCE

High School Diploma or GED equivalent with one (1) year work experience in Administrative Office practices or Clerical duties.

SPECIAL REQUIREMENTS:  All special requirements must be kept current if required by contract.

Valid Driver’s Chauffeur’s License

Police Clearance

Court Clearance (Criminal and Civil)

Must pass a mandatory Drug Test

Health Certificate (Institutions) if required by contract

First Aid/CPR Certification (if required by contract)

REQUIRED DOCUMENTS: To validate credentials you may claim (e.g. High School Diploma, /College Transcript), a copy of a certified copy of the document(s) and resume must accompany the application.  Failure to provide proof may result in a determination of not meeting required education and/or experience.    If selected, you will be required to submit a recent Police, Traffic and Court Clearance and submit to and pass a drug test.

For more information, please contact Ms. Linda Del Rosario, Personnel Officer at 635-1412.
DIANA B. CALVO
Executive Director
Catholic Social Services does not discriminate in employment on the basis of race, color, religion, sex, national origin, political affiliation, sexual orientation, gender identity, marital status, disability and genetic information, age, membership in an employee organization, or other non-merit factor.


