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Job Opportunity Posting
Office Assistant Intern - WFTN
 Part-Time
DYER COUNTY

WorkForce Essentials, Inc., a non-profit organization, is seeking to fill a part-time, Office Assistant Intern position for Dyer County in Dyersburg, TN.  This position is responsible for working effectively to support the office or department by assisting with clerical duties associated with office administration and is under general supervision to help achieve performance goals & objectives.  This position is a three month, with a possible extension to six months, not to exceed one year temporary, part-time, 25 hours a week, hourly position with candidates chosen and interviewed from the Active Employment and Case Management Services Families First program with WEI.

Qualifications, Knowledge, Skills and Abilities:

· High school diploma or equivalent is required.
· Basic computer knowledge to include Microsoft word processing & spreadsheet software is required.
· Must have good knowledge of office terminology, procedures & equipment.
· Data entry skills are required.
· Ability to accurately type 40-45 WPM is required.
· Must demonstrate strong customer service orientation toward customers, co-workers and partners. 
· Must have the ability to work in a team environment with accuracy, integrity and use of good judgment. 
· Good organizational, verbal & written communications skills required. 
· Must be detail oriented, a team player & have good internal & external customer service skills.
· Must possess tact & courtesy in work performance.
· Must have knowledge of business arithmetic & English.
· Ability to understand & carry out oral & written directions is required.
· Must have the ability to sit at a computer terminal & type for extended periods of time.

This job opportunity is being posted internally and externally simultaneously.

WorkForce Essentials, Inc. is an Equal Opportunity Employer
Auxiliary aids and services available upon request to individuals with disabilities
Resumes accepted through August 5, 2015 or thereafter until position is filled.
INTERESTED PARTIES SEND RESUMES TO:
www.workforceessentials.com
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