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Full-time Administrative Assistant Position

Jasper County EMS is looking for a full-time administrative assistant.  This position will be required to work Monday-Friday 7:30 am – 3:30pm. This person must be willing to learn EMS software, handle payroll, scheduling, accounts receivable, accounts payable, supply ordering, and monthly billing/collection reports.  This person should be comfortable working with the general public, handling complaints, manage both EMS stations as well as staff.  
Applications and resumes are due no later than Friday, May 31st at 4:00pm.  You may submit your application and resume via mail to 1060 W. Clark St., Rensselaer, IN 47978 or email your application and resume to jcemsadmin@jaspercountyems.in.gov. 
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