Administrative Assistant/Secretary  The Central Scholarship Bureau

Description: PT Person needed to join nonprofit agency in Pikesville - 4 hrs per day, Monday through Thursday. Hours are negotiable but must be consistent. Duties include, but are not limited to, telephone answering, data entry, copying, filing, faxing and mailing. 

Skills Required: A positive and mature attitude, a working knowledge of MS Word and a willingness to learn additional software are required. Training will be provided as needed. Good verbal and written communication skills. Manage multiple tasks efficiently and have the ability to work independently. 

Education Requirements:Wage $10.00 to $12.00 based on skills and experience. 

Travel Required: no 

Benefits: no 

Retirement Benefits: no  

Please send email and cover letter to:
The Central Scholarship Bureau
1700 Reisterstown Road, Suite 220
Baltimore
MD  21209 
Email: rringel@centralsb.org
