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VACANCY NOTICE

ROGERS ACADEMY/STEP ADMINISTRATIVE ASSISTANT

TAZEWELL-MASON COUNTIES SPECIAL EDUCATION ASSOCIATION HAS AN OPENING FOR
A FULL-TIME ADMINISTRATIVE ASSISTANT. DUTIES INCLUDE RECEPTIONIST
RESPONSIBILITIES AND ADMINISTRATIVE SUPPORT FOR ROGERS ACADEMY AND THE
SECONDARY TRANSITION EXPERIENCE PROGRAM (STEP). THE POSITION REQUIRES
KNOWLEDGE OF SECRETARIAL AND BASIC OFFICE PRACTICES, PROFICIENCY WITH
MICROSOFT WORD, EXCEL, QUICKBOOKS AND GOOGLE WORKPLACE AS WELL AS
EXCELLENT ORGANIZATION AND COMMUNICATION SKILLS. SALARY IS COMMENSURATE
WITH EDUCATION AND EXPERIENCE. INTERESTED APPLICANTS SHOULD SEND THEIR
RESUME, CREDENTIALS AND LETTER OF INTEREST TO:

Kristina D. Neville, Superintendent/Director
TAZEWELL-MASON COUNTIES
SPECIAL EDUCATION ASSOCIATION
300 Cedar Street
Pekin, IL 61554-2576
Phone: (309) 347-5164
Fax: (309) 346-0440
E-mail: kneville@tmcsea.orq
Website: www.tmcsea.orq
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