
Office Assistant I	    
Youth Study Detention Center
$9.81 per hour plus benefits 


[bookmark: _GoBack]The Youth Study Detention Center with the City of New Orleans is seeking an Office Assistant I full time (40 hours per week) position.  Candidates must possess a high school diploma or G.E.D.   Ideal candidates will have experience in the following areas: basic clerical duties (i.e. answering phones, faxing, copying, filing) assisting in updating personnel files and/or spreadsheets, assist in the procurement of supplies. Candidates must be professional in both appearance and communication when dealing with the public. Must be able to pass a criminal background check and drug test. Work is performed Monday through Friday 8:30 am-5:30 pm with paid time off on major holidays. 

Interested parties should email a résumé to Stephanie Mills at smmills@nola.gov





THE CITY OF NEW ORLEANS IS AN EQUAL OPPORTUNITY EMPLOYER AND DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, GENDER, AGE, PHYSICAL OR MENTAL DISABILITY, SEXUAL ORIENTATION, CREED, CULTURE, OR ANCESTRY.  
