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JOB POSTING
FLORENCE COUNTY HEALTH DEPARTMENT

Administrative Assistant Position
This position is responsible for supporting the department staff in accounting and programming records. The
ideal candidate will have excellent communication, computer software skills, enjoy organization and
attention to detail, have a desire for on-going learning and be flexible to meet changing demands.

35-40 hours/wk at a pay grade range of $19.50- $28.98, based on experience. Mon-Thursday. The county
offers an excellent benefit package including Health, Dental, Vision, HSA and Wisconsin Retirement System.

Applicants must meet the following minimum requirements to be considered:
o High School graduate or equivalent
e Associate in Business related field and/or two years job- related experience
e Experience with MS Office Suite including Excel

If you are interested, please complete and submit the following:
e Florence County Employment application (and job description)- can be obtained by visiting

e https://www.florencecountywi.com/departments/personnelemployment-opportunities/

Application materials can be submitted to Florence County Clerk, PO Box 410, Florence, WI, 54121 or to
dtrudell@florencecountywi.gov. Position open until filled.

Florence County is an equal opportunity employer.

Connecting You to a Better Life!



