ROBESON COUNTY DEPARTMENT OF SOCIAL SERVICES

JOB ANNOUNCEMENT

PROCESSING ASSISTANT III
DESCRIPTION OF DUTIES:  This position functions in the Food and Nutrition Unit of the Department of Social Services.  The primary purpose of this position is to assist Supervisors and caseworkers with reports, returned mail, telephone calls, monitoring the after hour voicemails (MA Transportation), serving as backup assigning mail-in and telephone applications and as scheduling transportation for Services Transportation as well as any other administrative duties assigned. Duties are primarily related to the Food and Nutrition, Energy, and Medicaid Transportation programs.  This position reports to an Income Maintenance Supervisor II.
KNOWLEDGE, SKILLS AND ABILITIES: This position must have a thorough knowledge of office practices and procedures in addition to having a strong ability to compile information based on general instruction.  This position must be adaptable to change and responsive to new knowledge. Possess the ability to design, create, and produce professional correspondence, statistical information, graphs, tables and spreadsheets.  This position must possess the ability to edit, compose, create, revise, organize and produce documents that are suitable for use by the agency.  Possess the ability to work under strict deadlines and to maintain diplomatic contact with the public and agency personnel. Possess the ability to adapt to a changing work environment and to be flexible.  
MINIMUM REQUIREMENTS:  Graduation from high school and demonstrated possession of knowledge, skills and abilities gained through at least one year of office assistant/secretarial experience; or an equivalent combination of training and experience.

APPLICATION PROCESS: Interested applicants must contact Division of Workforce Solutions (formerly Employment Security Commission) at 289 Corporate Drive Suite B, Lumberton, NC or (910) 887-6950.  Applicants not referred by DWS will not be considered.  PD-107 application & copy of college transcript, if applicable, must be received at DWS in Lumberton by 5pm on June 17, 2022.  A review of qualifications, employment history and criminal history will determine who is selected for the structured interview.  Applicant selected will be scheduled for drug testing.  In-house applicants submit application to Tammy Kitson.
SALARY:  $26,800.87




GRADE:  61

POSTED:  May 18, 2022

Robeson County Department of Social Services is an Equal Opportunity Employer.

