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Advertisement

Lewis-Clark State College invites applications for the position of X (Division).  The college offers four-year and two-year degrees and technical certificate programs.  Current enrollment is approximately 3,300 students with outreach programs in a variety of fields.

Minimum Qualifications:
Good knowledge of: office support functions including word processing, filing, composing a variety of business documents, reception, gathering and compiling data, and balancing and coordinating a workload for multiple projects.

Candidates must qualify for the position and be included in the state register by completing an application and taking an exam conducted by the Idaho Division of Human Resources.

Please send resume, cover letter, name, and address and phone number of three references to:

(Position or division name) Search Committee

c/o Lori Gaskill

Director, Human Resource Services

Lewis-Clark State College

500 8th Avenue

Lewiston, ID 83501

(208) 792-2269

Fax: (208) 792-2872

Email:  lgaskill@lcsc.edu

Application review will begin May 15, 2007.  LCSC is an AA/EEO employer.

LEWIS-CLARK STATE COLLEGE ANNOUNCES AN OPENING
FOR POSITION OF
X
STARTING DATE:
July 2007, Interviews begin in May 2007.

SALARY AND
POSITION TITLE:
Based on experience and qualifications, Pay Grade 32

QUALIFICATIONS:
Good knowledge of: office support functions including word processing, filing, composing a variety of business documents, reception, gathering and compiling data, and balancing and coordinating a workload for multiple projects.

RESPONSIBILITIES:
To perform a wide variety of secretarial support functions; apply detailed program knowledge in developing and/or maintaining program records systems and/or in collecting information, preparing reports and providing liaison between management, other organizational units, and external customers; perform related work.
COLLEGE:
Lewis-Clark State College is a regional college, founded in 1893, with a three-part role and mission as a traditional baccalaureate college, a technical college, and a community college for north central Idaho.  The College offers undergraduate instruction in the liberal arts & sciences as well as in professional and applied technical programs.
DEADLINE:
Resume, cover letter, and name, address and phone number of three 



references should be submitted to: 

(Position or division name) Search Committee


c/o Lori Gaskill – 

Human Resource Services, 

Lewis-Clark State College, 500 8th Avenue, Lewiston, Idaho 83501,



(208) 792-2269.  Application review will begin May 15, 2007.

Lewis-Clark State College is an Affirmative Action/Equal Opportunity Employer which promotes the free exchange of ideas in an environment that celebrates the dignity, worth, and contributions of all individuals.  In that spirit, we seek a broad spectrum of candidates including women, people from all cultural backgrounds, and individuals with disabilities.

LEWIS-CLARK STATE COLLEGE
JOB DESCRIPTION
for
X
Position:
X, (Division)

Responsibilities:
This position reports directly to the Division Chair/Director of (Division).  The X is responsible for…Other duties as assigned by the Division Chair/Director of (Division).

To perform a wide variety of secretarial support functions; apply detailed program knowledge in developing and/or maintaining program records systems and/or in collecting information, preparing reports and providing liaison between management, other organizational units, and external customers; perform related work.
Specific Duties:
1.
Compose letters, correspondence, and memos requiring independent judgment as to content; compile and analyze information from a variety of sources to prepare reports.
2.  
Act as a liaison between their organizational unit and external customers.
3.
Other duties as assigned.
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