							


WOODROW WILSON REHABILITATION CENTER


ADMINSTRATIVE AND PROGRAM SPECIALIST II 


OFFICE SERVICES SPECIALIST #W0391


Salary begins at $16,577 annually


Vocational Evaluation


This position is responsible for providing office and customer support services to the Vocational Evaluation Department. Primary duties & responsibilities include typing, transcription and word processing.


Knowledge of: general office practices; basic English grammar, spelling & punctuation; word processing & basic computer software applications to include demonstrated ability using Windows 98 & Office 97 


Skill in keyboarding & transcription using a Dictaphone & audiotapes 


Demonstrated ability to: proofread & to complete assigned tasks independently & work with and maintain confidential information


 


Come be a part of our team dedicated to providing & advocating services that empower individuals with disabilities. To apply, visit our website at www.wwrc.net or submit a State application to Woodrow Wilson Rehabilitation Center, Human Resource Services, Box W520, P. O. Box 1500, Fishersville, VA 22939-1500. Applications must be received by 4:30 p.m. on October 13, 2000. FAX: 540/332-7997. EOE/AA TTY 540/332-7182. Reasonable Accommodations Upon Request. Department of Rehabilitative Services. Persons with disabilities are encouraged to apply.


