PART TIME ADMINISTRATIVE ASSISTANT POSITION

Date Posted:			March 6th, 2014			
Salary Range: 			$15.00 to $19.00 an hour
[bookmark: _GoBack]Benefits:				No Health Insurance
Employment Type: 		Part-Time
Department: 			Administration/Patrol
Description:				Administrative/Patrol Support


***This Position Closes Friday, March 28th at 4:00 p.m. ***

Job Summary:
Performs general administrative duties and provide civil service support to Patrol staff as required.

Essential Duties:
· Answering general queries by telephone or in person
· Processing and maintaining civil process.
· Maintaining records, filing systems and computer files.
· Photocopying documents.
· Assisting Office Administration and Patrol as necessary.
· All other duties as assigned.

· Qualifications: 

· Must posses a High School Diploma or GED.

· Must possess sensitivity and good communication skills in working with the public.

· Must have the ability to work well with members of the community, specifically law enforcement officers and other community organizations.


The selection process includes a completed application, background investigation, computerized voice stress analysis test, and integrity interview. Candidates must successfully pass all parts of the selection process to be considered for the program.
Interested parties can obtain application packets at Elbert County Sheriff’s Office or by visiting www.elbertcountysheriff.com 
