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ANNOUNCEMENT OF POSITION VACANCY

Job Title:  Secretary      Date Advertised:  September 25, 2011
Organizational Unit(s):  Tampa Rehabilitation

Hiring Range:  25,147 – 27,726

Grade/Step: 7/3 - 7/5
Benefits:  Medical & life ins., 403b pension plan, vacation & sick leave, 9 paid holidays, 2 personal leave days
Reports to:  Rehabilitation Services Manager
Supervises:  N/A
Job Summary:  Responsible for all day-to-day routine office procedures for the Tampa Rehabilitation Program, assist with new client intake as needed, assisting optometrist on clinic days, medical billing, filing, correspondence, reports, covering the Store and Receptionist when needed, other duties as assigned.

Minimum Qualifications:  High school diploma with secretarial/business emphasis.  Two years of full secretarial experience, preferably in a non-profit organization.  Minimum 50 wpm accurate typing.  Must have good computer skills including word processing (using MS Word), some spreadsheet (using Excel) and file browsing.  Basic math and calculator skills, excellent organizational skills, and excellent interpersonal skills are also required.  Must be able to work independently with little or no direct supervision and to maintain the highest level of confidentiality in strict compliance with agency policies.  Must have available local transportation.  Clerical tests, employment background investigation, credit check, driving record check, and criminal record check (Live-Scan fingerprinting) will be conducted.

Major Duties:  Carry out all essential clerical functions requirements of the Tampa Rehabilitation office including but not limited to correspondence, entering case records into AWARE and Client Tracking, preparing vending and Low Vision deposits, serving as backup for the Magnifiers and More Store and for the Telephone Receptionist, managing petty cash, answering the phone for the Dept., errands, scheduling clinic appointments, assisting optometrist on clinic days, and weekly billings for DBS, the VA, and Medicare.  Other duties as assigned.

Tampa Lighthouse for the Blind is an Equal Opportunity, Affirmative Action employer.
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NATIONAL INDUSTRIES FOR THE BLIND

United Way
of Central Florida
A COPY OF THE OFFICIAL REGISTRATION AND FINANCIAL INFORMATION MAY BE OBTAINED FROM THE DIVISION OF CONSUMER SERVICES
BY CALLING TOLL-FREE (800-435-7352) WITHIN THE STATE. REGISTRATION DOES NOT IMPLY ENDORSEMENT, APPROVAL, OR RECOMMENDATION BY THE STATE.
100% OF ALL CONTRIBUTIONS BENEFIT TAMPA LIGHTHOUSE FOR THE BLIND CH43.




