                   INTER-OFFICE MEMORANDUM

      This job posting is for in-house candidates only.

DATE:
MAY 5, 2016
TO:

ALL DEPARTMENTS

FROM:
GINA LEWIS, DIRECTOR OF HUMAN RESOURCES 

RE:

POSITION VACANCY— ADMINISTRATIVE ASSISTANT 
                   



    (PUBLIC WORKS DEPT )     

The City of Springdale’s Public Works Department is currently accepting applications for the position of ADMINISTRATIVE ASSISTANT. Interested persons should submit an application to the Human Resources Department no later than 4:00 p.m. on Thursday, May 19th. 
The incumbent is responsible to perform all the required clerical tasks associated with Accounts Payable and Payroll in the Public Works Department and assist the Public Works Director as needed with special projects, reports and meetings.

Qualified applicants must possess a high school diploma or GED, plus specialized training and/or college courses and 12-18 months of related experience and/or training. 
Starting salary: $28,108
To apply, you must submit a City of Springdale application that can be found at 

http://www.springdalear.gov/department/human_resource/employment_application.php 

Please indicate “ADMINISTRATIVE ASSISTANT” on your application.  

Resumes will not be accepted without an accompanying application.  

The City of Springdale provides an excellent benefit package is an EOE and drug free workplace.


