VACANCY NOTICE

Developmental Services Center, a not-for-profit agency providing comprehensive services for individuals with intellectual/developmental disabilities in Champaign, Ford, Piatt and Iroquois counties, is now accepting applications for the position Office Support Professional.  

RESPONSIBILITIES:
Customer service including answering phones and greeting visitors. Correspondence, data entry, process mail, copying, filing, maintaining records, supply ordering, event planning.  Monitor office equipment including phone and voicemail systems.  Support the human resources function including checking references and backgrounds, applicant tracking.  Other miscellaneous clerical tasks.
REQUIREMENTS:
Previous office experience necessary.  Professional telephone manner, polished organizational skills, and good working knowledge of Microsoft Word and Excel essential. Ability to produce quality work with sharp attention to detail. Good interpersonal skills and ability to work cooperatively in a team environment.

HOURS:


8:00 a.m. to 5:00 p.m., Monday through Friday

SALARY:


This is a full-time, 40-hour-per-week position and includes a full benefit package.

APPLY TO:


Developmental Services Center





1304 W. Bradley Avenue





Champaign, IL 61821-2035





Attn:  Human Resources





www.dsc-illinois.org
EOE

