Title:





Youth Service Administrative Assistant







   Part time—200 days annually, 20 hours







    Weekly.

Qualifications:



1.  Good typing skills.

2. High school diploma or equivalent.

3. Word processing skills.

4. Good communications skills.

5. Positive attitude and approach toward disadvantaged families or families in crisis.

Reports To:




Superintendent, Program Coordinator and







Principal
Job Duties/  Responsibilities:

1.  Provide full clerical services to the 







      Program.

2. Assist other program staff or agency staff or agency staff providing school based services to assure. 

3. Participate in training to develop and maintain understanding and skills necessary to provide assistance to the program.

Terms of Service: 


Classified salary schedule set by Bath     

County Board of Education.

Evaluations:




Principal

