Senior Employment Specialist
Researches and reviews necessary information to complete applications and enter into
database.  Initiates, runs, and distributes reports and other program correspondence for
the Senior Employment Supervisor as necessary.  Must have an automobile and be
able to travel in service area.  Travel is required at least 25% of work time. The service
area includes East and West Baton Rouge, East Feliciana, Iberville, Lafourche,
Livingston, Pointe Coupee, St. James, Tangipahoa and Washington Parishes.  
This position is classified as a support position and is subject to the Fair Labor
Standards Act.

Minimum of five years clerical/administrative experience.  Excellent telephone and
typing skills.  Proficient in Microsoft Office, Excel, Word, etc. and data entry.  Formal
training in business office administration, or closely related curriculum is preferred.

Job Type: Full-time (40 hours per week)
Salary Range: $30k-$33k
Send resume to: humanresources@capitalaaa.org

