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Executive Administrative Assistant

Central Office, Blossburg
	Executive Administrative Assistant
Immediate opening at Bradford-Tioga Head Start’s Central Office in Blossburg. Position provides assistance to management staff, including completing special projects, confidential data entry, reporting child and family application information and assisting with program event planning. Performs clerical, computer, and general office duties requiring knowledge of program's operation and procedures.  Typing, word processing, and attention to detail are required. Must have ability to maintain confidentiality and deliver high level of customer service. Position works 40 hours per week, year-round, and is eligible for benefits as follows:
Elective Benefits:
· 401K Retirement Plan

· Life and Accidental Death Insurance

· Short Term Disability Insurance

· Medical, dental and vision
Core Benefits (NO COST!):

· Vacation, sick and holiday pay

· Life Insurance

· Employee Assistance Program (EAP)

· Long Term Disability

High school diploma or equivalent required. Computer operation and troubleshooting skills in Microsoft Office required. At least one year experience in clerical and computer-orientated position required; 2 years preferred. 
Upon hire, current child abuse, criminal history, FBI clearance, driver record verification and National Sex Offender Registry Search required.  Submit resume and letter of interest to:  Human Resources, Bradford-Tioga Head Start, Inc., 5 Riverside Plaza, Blossburg, PA 16912, e-mail HR at aweightman@bradfordtiogahs.org, or apply online at bradfordtiogahs.org. E.O.E.



