FEMA Job #1000
DATE RE-POSTED 9/11/2015

Request for Local Hire

Requester: Date of Request: 8/25/2015
Number of positions
Program Area: Al to be advertised: 2

Administrative Assistant

Title of Position: Years of Experience: 1

Job Duties:

Will answer phones, set multiple appointments, set up and organize files, manage
electronic equipment, work with confidential files and answer questions as needed. Must
be able to multi-task.

Experience Requirements:

The Department of Homeland Security (FEMA) is seeking a limited number of applicants
for temnaorarv iohs in Sainan CNIMI All candidates miist he a 11S Citizen is reqllired

Education Requirements:

Must be 18 years of age. Salary $13.00 per hour

Skills Required:

Various

Report to:

Requested Report Date: Duration of Assignment (days):

Notes:
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