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Meriden YMCA Head Start

398 Liberty Street

Meriden, CT 06450

Ph 203 238-9166/Fax 203 639-3978
www.meridenymca.org


Vacancy Notice



Meriden YMCA HS is currently seeking applicants for the 



following position:

Administrative Assistant/Office Manager: This position is 
responsible for maintaining the overall daily office work of the Meriden

YMCA Head Start/Little Spartans Programs including personnel files, 
ensuring orientation and tracking of staff.  Performs all duties as required 
by the Program Director and/or immediate supervisor and other duties as 
assigned relating to the administrative component including, policy and 
procedure updates, typing, word processing, faxing, acting as receptionist 
and other clerical duties.  High School Diploma/GED required, AA preferred.  
The individual must possess a sound working knowledge of Microsoft Excel, 

Word and Outlook.  The position must have the ability to manage numerous 
tasks, possess good organizational skills, communicate effectively with 
co-workers and the public, and work collaboratively in a team environment.
Spanish Speaking preferred.   


 
If you are interested please submit an application no later than Friday 
August 19, 2016.  Meriden YMCA HS is an Equal Opportunity Employer.
