
 

 

 
April 29, 2008 

POSITION ANNOUNCEMENT 
Position:  Administrative Secretary 

Part time, Non-exempt, VSC Grade 7 
VSCSF Bargaining Unit 
 

Location:  Randolph Center Campus 
 

Compensation: Part time, (10-20 hrs a week), $10.12 an hour increasing to $10.32 an hour 
on 07/01/08. This is a grant funded position and is subject to continued grant 
funding. 
 

Responsibilities: To perform a full range of secretarial and clerical functions for a College 
department or program (Technology Extension), including assistance with 
key departmental administrative tasks. 

• Type a variety of written materials (correspondence, forms, 
brochures) from handwritten or typed copy. 

• Photocopy various materials. Collate and distribute as required. 
• Sort and distribute incoming mail. 
• Assist as needed with general office reception duties-answer phone 

and greet visitors, screen and route calls, take messages, answer 
routine questions. 

• Assist TED members with various specialized clerical tasks related to 
the Registered Apprenticeship program, such as data entry, filing, and 
report generation. 

• Assist TED members with various specialized company/client specific 
projects requiring complete confidentiality of all information reviewed, 
typed and distributed. 

• Perform other related duties as assigned. 
 

Qualifications: High school diploma plus two years of relevant secretarial/clerical experience, 
or a combination of education and experience from which comparable 
knowledge and skills are acquired. 

• Good basic typing, filing, and other general office skills. Word 
processing skills desirable. Good basic reading, spelling, and math 
skills. 

• Ability to deal with a variety of individuals inside and outside of the 
College in a courteous, efficient, and professional manner. 

• Ability to use discretion in handling confidential information.  
 

Starting Date: June 1, 2008 
 
 

Application Resumes will be accepted until the position is filled. 



Deadline:   
To Apply: Submit a Vermont Tech employment application, with resume and cover 

letter to:  Office of Human Resources, Vermont Technical College, PO Box 
500, Randolph Center, VT 05061. (Employment application is available on 
the VTC website: www.vtc.edu, “About Vermont Tech” tab, “Employment 
Opportunities”. 

 

 Vermont Technical College is an EQUAL OPPORTUNITY EMPLOYER. 


