
 

Administrative Assistant 

 

Summary: To assist faculty of the Allied Health Department with administrative 

tasks. 

Duties: Assist with filing and organizing documents. Create documents using MS 

Office. Complete tasks in Moodle. Other clerical duties.   

Qualifications: Must be highly organized. Need to be able to lift 10-50 lbs. 

Must have knowledge of Moodle and MS Office Suite. Ability to work 

independently.   


