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Florida Rural Water Association

Job Announcement 

Office Assistant / Receptionist
Florida Rural Water Association (FRWA) is seeking a Part-Time: Office Assistant to provide administrative and front-office support and assist with the day-to-day operations of the Association.
Responsibilities include answering phones, processing mail and correspondence, preparing invoices and renewals, maintaining physical and electronic files, updating records, preparing training and class materials, assisting with CEU documentation, and providing general administrative support to staff.
The ideal candidate will be organized, dependable, detail-oriented, professional, and able to manage multiple tasks while meeting deadlines. Strong communication and customer service skills, along with proficiency in general office equipment and computer systems, are required.
Qualifications
· Strong organizational skills and attention to detail.
· Professional communication and customer service skills.
· Ability to prioritize multiple tasks and meet deadlines.
· Ability to work independently and follow established procedures.
· Proficiency with computers and general office equipment.
· Dependable, professional, and team-oriented.
Qualified candidates should submit resumes to 2970 Wellington Circle, Tallahassee, FL or email them to Amber.Yarusso@frwa.net.
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