Administrative Assistant
Iowa Association of Community College Trustees 

IACCT seeks an experienced self-starter to fill the position of Administrative Assistant, which is responsible, under limited supervision, for performing the tasks necessary to support the daily general IACCT office operations and to provide administrative and staff support to the Executive Director and Operations Manager.

Individuals with the following skills or NCRC equivalent are encouraged to apply:

· Demonstrated ability to complete a wide variety of detailed oriented assignments in a fast paced environment.

· Demonstrated excellence in written and oral communication skills.

· Proficient in computer software programs including but not limited to Microsoft Office Suite and with office equipment/machinery. 

Must hold a two-year or higher degree and/or three years of recent secretarial/administrative assistant. 

Salary commensurate with experience. 

The complete Job Description and Position Application are available at www.iacct.com or by calling 800.440.4692.
Applications will be accepted until the position is filled. Please mail application and resume to:  

Iowa Association of Community College Trustees

Attn:  Director of Human Resources
855 E. Court Avenue
Des Moines, IA 50309

IACCT is an Equal Opportunity Employer

