
The Southeast Arkansas Education Service Cooperative, Arkansas Adult Learning 

Resource Center is now accepting applications for an Administrative Assistant.  

 
Position Summary 

The Administrative Assistant is responsible for researching and preparing special reports, 
examining and verifying documents, performing general office duties as well as the specific 
duties listed below.  This position is part-time and requires the candidate to work 19 hours per 
week.   
 
Thoroughly read below Administrative Assistant functional job description for qualification 
requirements, job duties, and responsibilities.  
 
Specific Duties and Responsibilities may include some of the following: 

 Develops, implements and administers departmental office systems and procedures. 
Establishes office procedures, policies and operations. Interprets and communicates 
policies and processes.  

 Monitors budget including tracking expenditures and providing reports. May prepare 
spreadsheets for budgets, grants or contracts, including tracking and maintaining 
expenditures and reconciling accounts.   

 May maintain personnel records. 
 Reviews, assesses, routes, answers and monitors follow up action steps on 

correspondence. Gathers and analyzes information required for administrative reporting.  
 Provides wide ranges of support including: keyboarding, composing and editing letters, 

memoranda, reports, lecture/course materials, presentations, and cases. Prepares copy 
for publication or submission of grant proposals and/or reports.   

 Uses multiple technical applications including word processing, database management, 
spreadsheets, graphics and presentation software, electronic calendar, email, and other 
technical/scientific applications. Uses Internet, may include web maintenance and 
design.  

 Serves as principal contact and source of information for customers of the department. 
 Manages complex calendars, arranges for meetings, appointments and travel 

arrangements.   
 Purchases and maintains inventory of supplies for office. 
 Performs library/research work and summarizes findings.  
 Creates and maintains filing system(s).  
 Answers and routes phone calls, mail and e-mail messages and may handle wide-range 

information dissemination.  
 Contributes to unit effort by accomplishing related duties as required. 

 
 
Minimum Qualifications 

 The formal education equivalent of a high school diploma; plus two years of experience 

in a specialized or related area applicable to work performed. 

 Other job related education and/or experience may be substituted for all or part of 

these basic requirements. 

 

 

 

 



Skills Required 

 Must possess strong computer skills and be highly proficient in Word, PowerPoint, and 

Excel.   

 Must have excellent interpersonal and organizational skills and the ability to 

communicate effectively orally and in writing. 

 Background check is required. 

Salary: $15 per hour 

Position will be open until filled. 

 

Application documents must include a completed Application for Employment with three 

professional references who can attest to the candidate’s qualifications for the position, a letter 

of interest, and a current resume.  

 
Submit completed application documents to the following:  

 
SEARK Cooperative/AALRC  
Marsha Taylor 
801 S. Louisiana  
Little Rock, AR 72201 
marsha@aalrc.org  
 
 

The Southeast Arkansas Education Service Cooperative, Arkansas Adult Learning 
Resource Center is an equal opportunity employer.  

mailto:marsha@aalrc.org

