[bookmark: _GoBack]AJAX TURNER SENIOR CITIZEN CENTER
HIRING FOR:
Executive Assistant
Qualifications
· Associates Degree with 5 years’ work experience, or a Bachelor’s Degree with related work experience such as non-profit management and marketing.
· Excellent communication skills with the ability to comprehend and carry out oral and written instructions.
· Have compassion and an understanding of the special needs of the elderly.
· Knowledge of standard office administrative practices and procedures.
· Must be able to lift 40 pounds to set up tables and displays.
· Must possess a valid driver’s license and a clean driving record.

Go to Jobs4TN.Gov (Job Order # 378045) to apply.


