Extension Administrative Assistant Position Open 

The Sheridan County Commissioners and NDSU Extension Sheridan County are accepting applications for a part-time Administrative Assistant to serve as a support person for the Extension agent for work in all areas of Extension programming. This is a 28 hours per week, 4 days a week (flexible), full benefit position and is employed by Sheridan County.  Duties of the position include answering and routing phone calls, maintaining administrative financial accounts and reports, preparing mailings, ordering supplies and publications, assisting Extension Agent in preparing for meetings and events and other duties. Applicants are required proficiency in MS Office software (Word, Excel, Publisher, Outlook, and PowerPoint.)  Qualifications include a high school diploma, secretarial experience preferred, pass a criminal background check, have the abilities to take initiative, prioritize, multi-task, time-management and work independently as well as have excellent communication and organizational skills.
For application and information contact the Sheridan County Auditor’s office, PO Box 439, McClusky, ND 58463 or phone (701) 363-2205. You may also contact the NDSU Extension Sheridan County office, phone (701) 363-2242 or email sarah.crimmins@ndsu.edu. 

The Extension Office is located on the third floor of the Courthouse in McClusky.  Applications must be returned by Friday, March 1st, 2024, 4:00 pm. The position is open until filled. Sheridan County reserves the right to accept or reject any and all applications.

Sheridan County is an Equal Opportunity Employer.
        Shirley A. Murray
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