DABNEY S. LANCASTER COMMUNITY COLLEGE

POSITION ANNOUNCEMENT

EDUCATIONAL FOUNDATION OFFICE

ADMINISTRATIVE ASSISTANT 

POSITION NO. 00002
CLOSING DATE
 
January 25, 2012
SALARY AND
 
This is a twelve-month position – Pay Band 3
BENEFITS


Benefits:  Annual/Sick Leave, Short/Long-Term 




Disability, Health Insurance, Retirement, 403(b) and 




Cash Match.
QUALIFICATIONS    
Associate’s Degree preferred. 




Demonstrate excellent interpersonal and communication 




-- both oral and written--skills.





Proficient in bookkeeping –preferably for non-profit 




organizations-- using computer- based accounting 





software. QuickBooks or Peachtree preferred.





Ability to accurately enter data into computer- based 




software.





Advanced computer skills in Microsoft Word, MS Excel, 




and data base management systems.




Demonstrate ability to multi-task


Must have advanced keyboarding skills

Must be motivated, energetic, be able to work independently, handle a fast paced environment 

with multiple priorities, outstanding customer service skills, excellent grammar, be reliable and detail oriented.
DUTIES INCLUDE:   
This position performs general ledger accounting for 




events, alumni records and fundraising campaigns. This 




position serves as the secretary to the Educational 





Foundation Board.  





Maintains Educational Foundation general ledger




Accounting system and fundraising software





Performs secretary/receptionist duties for Educational 





Foundation Office




Assists Director with scholarship application process





Serves as secretary to the Educational Foundation Board





Honors requests from President’s Office for assistance
Dabney Lancaster Community College is committed to Equal 

Opportunity/Affirmative Action and Diversity

