Georgia Department of Human Resources

Fulton County Department of Family and Children Services

JOB ANNOUNCEMENT
JOB TITLE:  Program Associate (DHR)
JOB CODE:
60113
APPLICATION DEADLINE:  06/23/2006


POSITION #:  00020378 (u)

ENTRY SALARY:  $1,786.24/mo = $21,434.88/yr

PAYGRADE:  10
LOCATION:  ESA / CCNSC – MSP / OFI Program Director’s Office
GENERAL NATURE OF WORK:

Under general supervision, the incumbent of this position will manage the Family Independence Director / Administrator’s office serving as liaison between Director / Administrator, staff, building management and the public.  Incumbent will also maintain personnel records for FI Section, disburse information, complete reports, and handle other administrative support duties for Director and Administrator.  
MINIMUM QUALIFICATIONS:

Completion of a certificate from a vocational/technical school in clerical/secretarial support or a related area OR Completion of 90 quarter hours (60 semester hours) of business school or college OR Eighteen months of experience in performing general office work which included duties such as secretarial, clerical, automated communication equipment usage, accounting clerical, and/or business management.

NOTE: Experience may substitute for education if evaluated as equivalent. 

PREFERRED QUALIFICATIONS:

PREFERENCE WILL BE GIVEN TO APPLICANTS WHO MEET PREFERRED QUALIFICATIONS:  Proficiency is Microsoft Word, Excel, Access and Power Point.  Must possess excellent customer service skills in a high volume environment
VACANCY OPEN TO:

{X}
All qualified applicant
APPLICATION INSTRUCTIONS:

{X}
Interested candidates should email a cover letter, resume and a State Merit System Application in Microsoft Word format to:  sjpowell@dhr.state.ga.us.  The subject of your email should read:  Program Associate.
{X} 
Application & Resumes’ must include Job Title and Position Number 00020378 to be considered.  The Georgia Merit System Application can be found on the DHR Jobs website at www.dhrjobs.com. 
{X}
Due to the volume of applications received; only those candidates selected for interviews will be notified. 

{X}
The candidate selected for this position may be subject to pre-employment drug screening, a criminal background check and reference check.

{X}
Male applicants between 18 and 26 years of age must present proof of Selective  Services Registration

AN EQUAL OPPORTUNITY EMPLOYER
