
East Missouri Action Agency, lnc.
403 Parkway Drive, Post Office Box 308

Park Hills, Missouri 63601
A Community Action Agency.

REQUEST FOR / NOTICE OF JOB ANNOUNCEMENT

6t1t2021 DEPARTMENT: HousingDATE OF REQUEST:

POSITION TITLE:

POSITION
SUMMARY

Administrative Secretary PROGRAM: H ou sing

Provides the principle secretarial and admini strative suDDort to the Housins Director.

ADVERTISE TO:

LOCATION:

continous Droqraln operations. SuDervises office expenditur es and Housins deDartment

website maintenance. In charge ofannual recertification notices to clients and landlards.

Public Agency X Both STATUS:
Banked X

Exempt X Non-Exempt

Park Hills

GRADE LEVEL, STEP: V,3 AMOUNT: $12.16

X Fulltime _Temporary _ Emergency

Monday-Thursday 7r30-5:00

CLASSIFICATION:

DAYS AND HOURS:

QUALIFICATIONS:
Hieh school diploma or couivalent. Valid Missouri driver's liccnse and reliablc ortation with

APPLICATION PERIOD DEADLINE:

BENEFITS:

6t14t2021

Open until filled

All Aqencv benefits after com oletinq 90 dav trial oeriod

SUPERVISOR'S NAME: Rick Hull

PERSON MAKING REQUEST: Rick Hull

C. az-t t-z'
Approved

Approved

DisapprovedProgram Director's Signature

cutive irector's Sign re

APPLY TO:
East Missouri Action AgencY, lnc.

Human Resource DePartment
P.O. Box 308, 403 Parkway Drive

Park Hills, MO 63601
573431-5191

lnterviews will be held with leading candidates by appointment'

b

D

Date Disapproved

Form 15 (updaled 09/2006) El\ilAA is an equal opportunity/affirmative action employer

Section 8 Program Manaqer and other Housing staff in order to assure smooth and

_ Part-Time

liability insurance. Must possess excellent skills in the following areas: public relations.

communication. comouter. organizational. mathematical. tlPing and filing. Must be proficient in

the operation ofoflce machines and equipment. Must be a

TARGET DATE FOR EMPLOYMENT:

,./


