Date Posted:

December 4, 2023
Position Available:
Administrative Assistant
Name of Library 
Southwest Georgia Regional Library System, located 35 miles
or Institution:
north of Tallahassee, FL, serving 45,000 people in a tri-county area of 1,118 square miles. Winner of National Library Award in 2002.
Location:

Southwest Georgia Regional Library System




301 S. Monroe Street




Bainbridge, Georgia  39819
Application 

December 21, 2023 or until position is filled
Deadline:



Date Available:
January 2, 2024
Salary Range:

Salary range is $12.42 - $20.42 per hour for a 20 - 30 hour a week 



(flexible) position. It includes a generous benefits package with 



Georgia State Health, Teacher Retirement System, sick, annual, 



and holiday leave. 

Education and 


Experience:

High school diploma or equivalent education required. Two years



of administrative assistant experience, computer proficiency, 



management, clerical, and organizational skills. 
Qualifications

and Skills:
Administrative writing skills; reporting and organization; analyzing information; supply management; inventory control; Human Resources such as health and flexible benefits, and state retirement; and problem solving.

Primary Job

Responsibilities:
Human Resources and personnel duties, assists in bookkeeping, 



communication via phone, email, mail; scanning typing, filing, 



equipment, supplies; organizes all tasks related to smooth 




operation of administration of region via boards and funders. 



Excellent, confidential, professional communications are critical.  



Reports directly to the Executive Director, Susan S. Whittle.
Materials to Send:
Resumé, cover letter, and list of 3 professional references.

Send to:  

Address listed above or jobs@swgrl.org

word/personnel/jobpostings/administrativeassistant      120423
