In-House 								 POSTING 1/11/12


TRI-CITY COMMUNITY ACTION PROGRAM, INC.
Children & Family Services Dept.
                                              PRESCHOOL PROGRAM

TEMPORARY POSITION- OPEN IMMEDIATELY!
AVAILABLE UNTIL PERMANENT ADMINISTRATIVE ASSISTANT IS HIRED

TEMPORARY ADMINISTRATIVE ASSISTANT  
Responsible for the overall management of office operations in Tri-CAP’s Children and Family Services Department, through daily clerical/administrative work and by implementing and maintaining systems in such a way as to ensure the efficient functioning of the office. Responsibilities include: computerizing of data and documents, maintaining office filing systems including personnel files, overseeing all office and service equipment, ordering supplies, coordinating and collating projects, maintaining up-to-date records and documents, answering phones and greeting clients, and providing support to management staff as needed.
 
Proficiency in personal computers, proficiency in office organizational skills. 40 hours, salary in low 20’s (depending on qualifications)

CORI and DCF background check required.



SEND or FAX RESUME TO:	Susan Pevner
					TRI-CAP 
					493 Main Street
					Malden, MA  02148
 				Phone: (781) 397-8071
	FAX: (781) 397-8055


DEADLINE:		January 18, 2012 or until position is filled

Compensation:
Competitive salaries, yearly increases as funds allow, and a generous benefit package including medical, dental, short-term disability and life insurance; retirement plan and 125 flexible spending account; three weeks vacation, personal days , sick days and holidays.  Opportunity for prof growth.


AA/EOE Bilingual/bicultural candidates encouraged to apply
