Position: 
Administrative Assistant

Program: 
Head Start

Description: 
The general duties of the Administrative Assistant are to provide support to the President/CEO, and for smooth operation of the office on a daily basis. This person is responsible for overall office management, creation and distribution of inter-office memos, office supply ordering and distributing, Resource Room monitoring, filing and back-up support for Receptionist.   In addition, will provide additional support on special projects as needed.

Qualifications: 
Post HS education, BA preferred.  Minimum of 5 years related

progressive experience.  Knowledge of MS Office applications a plus.
Hours: 
8am to 4pm

Salary: 
$30,000 Annual

Apply To: 
Philadelphia Parent Child Center


2515 Germantown Avenue 


Philadelphia PA, 19133


email:  jobsppcc@gmail.com


phone:  215-229-1800


Fax:  215-229-5860

Attention: 
Brandon Chesney

Closing Date: 

