DISTRICT THREE GOVERNMENTAL COOPERATIVE

JOB DESCRIPTION

JOB TITLE:

Personnel Assistant
JOB SUMMARY:
Under the immediate supervision of the Personnel Director the Personnel Assistant will assist with the functions of the Personnel Department.
JOB DUTIES:
The responsibilities of the Personnel Assistant shall include but are not limited to, the following:

1. Screen, direct phone calls and distribute correspondence.
2. Assist with administration and associated duties of SCSEP Program. 

3. Facilitate communications and mediate problem resolution between the SCSEP trainees and host agency supervisors.
4. Schedule and make arrangements for events, meetings, and trainings. 
5. Assist Personnel Director with filing, data entry and copying.

6. Handle requests and queries appropriately.
7. Provide clerical support and other assistance to other programs as needed.
8.  Must report all accidents, incidents, safety hazards or unsafe conditions to the Financial Division Director.

9. Other duties as may be assigned by the Personnel Director. 

JOB QUALIFICATIONS:  The Personnel Assistant must have related experience in business, clerical, and or office setting. Associate’s degree in related field preferred. The Personnel Assistant must hold a current driver’s license and have "zero points or + points" driving record. Experience working with the aging population preferred. 
The worker must be able to:

· learn and understand routine tasks 

· adapt to changes

· remain alert at all times

· deal with multiple issues simultaneously

· operate computer equipment

· communicate effectively with the public

· see well enough to operate a motor vehicle 

· sit in one position for up to four hours

· speak audibly and understandably

· use required safety equipment

· answer phones and take messages
· must be able to work independently
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