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VACANCY NOTICE

ADMINISTRATIVE ASSISTANT


[bookmark: _GoBack]TAZEWELL-MASON COUNTIES SPECIAL EDUCATION ASSOCIATION HAS AN OPENING FOR AN ADMINISTRATIVE ASSISTANT.  THIS 12 MONTH POSITION WILL BE DIRECT SUPPORT TO THE SUPERINTENDENT/DIRECTOR.  COLLEGE DEGREE PREFERRED AND/OR PROFESSIONAL OFFICE EQUIVALENT EXPERIENCE. PROFICIENCY WITH MICROSOFT OFFICE AND GOOGLE AS WELL AS EXCELLENT ORGANIZATION, VERBAL AND WRITTEN COMMUNICATION SKILLS. SALARY IS COMMENSURATE WITH EDUCATION AND EXPERIENCE BUT NO LESS THAN $40,000 ANNUALLY.  INTERESTED APPLICANTS SHOULD SEND THEIR RESUME, CREDENTIALS AND LETTER OF INTEREST TO:

Kristina D. Neville, Superintendent/Director
TAZEWELL-MASON COUNTIES
SPECIAL EDUCATION ASSOCIATION
300 Cedar Street
Pekin, IL  61554-2576
Phone:  (309) 347-5164
Fax:  (309) 346-0440
E-mail:  kneville@tmcsea.org
Website:  www.tmcsea.org

"An Equal Opportunity Employer"


Member School Districts;  50-District No. 50 Schools;  51-Central Grade School;  52-Washington Elementary Schools;  76-Creve Coeur Schools;  85-Robein School;  86-East Peoria Elementary Schools;  98-Rankin School;  102-North Pekin-Marquette Hts. Schools;  108-Pekin Public Schools;  137-South Pekin Grade School;  303-Pekin Community High School;  308-Washington Community High School;  309-East Peoria Community High School;  606-Spring Lake Community Consolidated;  701-Deer Creek-Mackinaw Community Unit;  702-Tremont Community Unit;  703-Delavan Community Unit;  709-Morton Community Unit;  126-Havana Community Unit; 189-Illini Central Community Unit;  191-Midwest Central Community Unit
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