Administrative Assistant

Performs basic administrative tasks to include typing, filing for the Agency, serving as receptionist, responding to inquiries and making referrals; ordering and maintaining office supplies.  Exercises independent judgment in preparation of materials and in interpretation of Agency procedures.  This position is subject to the Fair Labor Standards Act.  Strongly prefer at least 5 years of administrative and supervisory experience.

Job Type:  Part-time (35 hours per week)

Salary:  $24,000 - $28,000

Send resume to: humanresources@capitalaaa.org

