Administrative Assistant Position

Center for Living & Working, Inc.

Deaf and Hard of Hearing IL Program

Part-time (20 hours per week)

Duties:  Work with Deaf and Hard of Hearing Independent Living Program in Worcester office.  Applicant must be fluent in American Sign Language.  Assignments will include: filing; copying; proofreading; word processing; database and spreadsheet entry (using Microsoft office programs); answering calls pertaining to information and referrals; acquiring new consumer referrals through calls or walk-ins; keeping the general office files updated and organized; and other duties as assigned by the DHILS Director.  Applicants must have at least 1-3 years related experience.  Applicants also should be knowledgeable and sensitive to the needs and culture of the Deaf and Hard of Hearing.

If you want to view the job description for this positon, please contact Debra Ethier to receive a copy.

Send resume to: 

Debra Ethier

Human Resources Assistant

484 Main Street, Suite 345

Worcester, MA 01608

dethier@centerlw.org 

Fax: 508-755-4552
