JOB VACANCY ANNOUNCEMENT
	Please submit a resume to the Rosedale Block Cluster, Inc. (RBC) ATTN: Lezetta Cox at 7810 Tioga Street, Pittsburgh, PA 15208.  Please NO PHONE CALLS or WALK-INS will be accepted.


Program Facility & Special Events Secretary job description
Duties include but are not limited to:

· Answering the telephone/taking messages.

· Keeping logs of all telephone calls, daily activities and supplies.
· Typing, preparing and creating new documents when requested 

(letters, faxes, contracts, memos, mailings etc.)

· Updating the business general accounting and expense logs.

· Keeping track of all landscaping financial documents (checks, money orders, receipts).

· Prepare bills for mailing.

· Making necessary follow-up calls to all clients regarding landscaping/snow removal services, payments and past due balances.
· Prepare and set up for all meetings to be held within the Center and Administrative office.

The secretary not only performs the office duties, he or she is also responsible for the administrative part of the Landscaping Business.

Knowledge/Abilities:

· Communicate effectively, both orally and in writing.
· Knowledge of Window based applications.
· Good telephone etiquette.
· Able to work well with the public, youth and elders.
· Have the ability to work unsupervised.
· Detail and project oriented.
· Handle multiple tasks.
