[bookmark: _GoBack]Temporary COVID-19 Secretary

Status: Contract, temporary position to start as soon as possible

Workdays: Monday through Friday
Hours: 8:00 a.m. to 4:30 p.m.
Location: Mix of in-office and work from home. 
Hourly Rate: $20.00/Hour
Positions available: One
Provided: Laptop (Applicant must have own Internet access and phone).

Job Duties

The Virginia Department of Health’s Rappahannock Area Health District, located at 1320 Central Park Blvd., Suite 300, Fredericksburg, VA  22401; is hiring one temporary COVID-19 Secretary to provide administrative support (typing, collating data, etc.) for the COVID-19 Incident Command Team (eight team members); schedule appointments for these personnel; assist in PowerPoint preparation and other documents for public and private meetings; schedule COVID-19 related conference calls and documentation of such; provide typing services, and other duties as needed.

Duties and Responsibilities include but are not limited to:

· Collate information and data, type associated documents.
· Schedule appointments for COVID-19 Incident Command Team.
· Assist in PowerPoint preparation and other documents for public and private meetings. 
· Schedule COVID-19 related conference calls and documentation of such.
· Complete personal protective equipment (PPE) spreadsheet.
· Other duties as needed.

Preferred Qualities and Qualifications:

· Clerical skills to include using Microsoft Word and Microsoft Excel.
· Previous experience maintaining schedules/appointments using Google.
· Ability to monitor meetings/conference calls and take detailed notes.
· Oral and written communication skills.
· Previous experience in preparing PowerPoint presentations.
· Knowledge of the Incident Command System.

Supervision: Supervision will be provided by the Health District’s Executive Secretary.

Training: Must complete one-week initial training program.

To Apply: Send a letter of interest and a resume to Charles.Davis@vdh.virginia.gov 
 


