The Seneca County Board of DD is seeking a clerical specialist to join their team. This is a clerical job at the Service and Support Administration "SSA" offices assisting the SSA team.

Requirements:
· High School Diploma or equivalent.
· Two years combined experience performing clerical, receptionist, and secretarial functions.
· Knowledge or experience utilizing computer hardware and software applications.
· State of Ohio passenger vehicle drivers’ license and minimum liability auto insurance coverage.
· Ohio Notary license.
Duties:
· Establish and maintain accurate and organized records/files of inventory, rosters, and other related information as directed. Maintain individual paper and electronic files, create new files, archive files as appropriate.
· Utilize database, spread sheets and software systems for the purpose of preparing and updating individual case records and rosters. Utilize computer to type, generate and prepare program related reports, forms, and letters. Copy, collate and shred documents as necessary. Keep packets and forms ready and updated. Maintain office and supplies, order as needed.
· Establish and maintain a confidential and cooperative working relationship with individuals, parents, guardians, staff, and other agencies. Direct, relay and record all written and verbal communications to appropriate support services personnel and/or individual/family. Check messages when staff out of office; record detailed message for staff members who are unavailable to receive calls.
· Facilitate Family Support Services (FSS) program by entering all individual information and suppliers, ordering items, ensuring items have been received, etc.
· Assist director and SSA’s. Perform other related duties as needed including notarizing documents.
· Process all mail for postage needs, notifying post office when a hold is required, etc.
· Participate, attend, and assist with training, meetings and in-service programs sponsored by SCOC, the state and other agencies.

This is a full-time position. Working 40 hours per week, M-F 8-4
Compensation: $16.50 - $24.00/hour based on years of experience
Benefits: 
· Advancement Opportunities
· Health Insurance (medical, dental, and vision)
· HSA with Board contribution
· Wellness Program with Board contribution
· Onsite Flu Clinics
· Paid Life and ADD insurance
· Paid holidays
· Paid breaks
· Paid Vacation Time
· Paid Sick Time
· Paid Personal Days
· Public Retirement Pension
· Deferred Compensation Plans
· Paid leadership training
· Tuition Reimbursement
· Casual dress attire
· NO weekends!

If interested, please send current resume to jgarza@senecadd.org and use “SSA Clerical Specialist” in the subject line. 
