WESTERN KENTUCKY UNIVERSITY

PUBLIC BROADCASTING DEVELOPMENT

OFFICE ASSISTANT

Western Kentucky University, Public Broadcasting Development, is seeking applications for an Office Assistant.  This position reports to the Director of Development for Public Broadcasting.

Primary Duties and Responsibilities:

The following duties are customary for this position, but are not to be construed as all-inclusive.  Duties may be added, deleted and assigned based on management discretion and institutional needs.

· Data entry necessary to maintain membership information for Western’s Public Broadcasting to include word processing, forms preparation, filing, bulk mailing management, and other basic functions to support the fund raising and outreach efforts of Public Broadcasting
Required Qualifications:

· High School Diploma, plus one year related experience

· Must have excellent communication and organizational skills

· Must have excellent computer skills

· Ability to work in a team environment

· Must have a strong work ethic

· Must be self-motivated

· Must have a valid driver’s license

· Must be able to work weekends and evenings

· Requires database maintenance and entry with long periods of computer concentration

· Ability to operate a variety of office machines and software

· Ability to effectively manage multiple projects simultaneously

Desired/Preferred Qualifications:

· Associate’s or Bachelor’s Degree

· One year related experience in public broadcasting/non-profit fundraising
· Knowledge and understanding of Public Broadcasting’s mission and service area

Salary Grade: 104       Expected Salary Range:  $1,602.00 - $2,146.00 per month
Applications for employment will be accepted electronically only.  Resume will not be accepted in lieu of the required online application.  Online application for this and other positions is available via Internet: http://asaweb.wku.edu/sjobs   For further assistance call (270) 745-5934.  Please reference requisition number S2666.  To ensure full consideration, submit application materials by July 20th, 2010.  Position will remain open until filled. 

All qualified individuals are encouraged to apply including women, minorities, persons with disabilities, and disabled veterans.

        Western Kentucky University is an Affirmative Action/Equal Opportunity Employer.

