
DATE OF REQUEST:

East Missouri Action Agency, lnc.
PO Box 308 -403 Parkway Drive

Park Hills, Missouri 63601
A Community Action Agenq.

REQUEST FOR/ NOTICE OF JOB ANNOUNCEMENT

DEPARTMENT: WEATHERIZATION

WEATHERIZA TIOT\IPOSITION TITLE: SENIORADMINISTRATIVEASSISTANT PROGRAM:

POSITION
SI.JMMARY:

l4ahelqq rsqglds_glaU WX urd Housinq programs. Oversee all ofthe purchase supplies for
WX related-llegl3lns;, plus track expendiures_tccsrdi!9ry:_yE1 J$uIg_gffig rs_rE!n4 al all
times by coordinati schedules with \4X related staff.

_ Public _ AgencyADVERTISE TO:

LOCATION:

x Boh STATUS:

CENTRAL OFFICE

AMOUNT $16.00-$16.50 per hour

x Full-time _ Part-year _ Temporary Emergency

_ Exempt _x_ Non-Exempt

GRADE LEVEL/ STEP;

CLASSIFICATION:

DAYS AND HOURS:

QUALIFICATIONS: An Associate's D or two ars st school formal secretarial trainins.

However secretarial or administrative experience may be substituted for this

educational uirement on the basis that tlvo erience eque!! jlq year of
education

TARGET DATE FOR EMPLOYMENT:

APPLICATION PERIOD DEADLINE:

2113t2023

2t3t2023

BENEFITS: Medical, Dental, Vision, Life lnsurance, Retirement. Holiday_pay, pail Vacation, Sick and Personal
Leave

SUPERVISOR'S i.IAME: Dave Scheck

PERSON MAKING REQUEST:

Program Director's Sign re
ol a.{ z3

Bill Tucker

Approved

Date Approved

APPLY TO:
East Missouri Actjon Agency, Inc.

Human Resource Department
PO Bo( 308 - 403 Parkway Drive

Park Hills, t\iD 63601

57H31-5191

lnterviews will be held with leading candidates by appointment.

Disapproved

t
utive

L,/
Sign Disapproved

Fom 15 (updared 09/2006) EN.4AA b al equal opportunity/aflirmative action employer

1t24t2023

This job will assist ad_!q!Splgte_49q!Cs_9! trgrn$as_IggggC{bf_!E_tuldiry_!9999.,__

,"


