Job Announcement-Internal

LaSalle Community Action Association, Inc. will accept applications for the following position until 3:00 pm, October 13, 2025
Administrative Assistant
Tensas Parish Head Start Center  
613 Plank Street, P.O. Box 31
St. Joseph, LA 71366
QUALIFICATIONS
 REQUIREMEMTS 
· Minimum of a high school diploma or GED and one year of experience in general office practices with emphasis on reception. 
· Graduate of accredited business school and a minimum of 2 years’ experience in the clerical field. 
· Must be able to read and write
· Must be able to work well with others 
· Confidentiality is a MUST
· Must have the ability to communicate (verbal and written) effectively and appropriately with parents, family, community and staff. 
· Must have strong computer literacy. 
· Clearance of CCCBC background check 
· Head Start physical is a requirement 
· Requires pediatric CPR and first aid certification
· Drug testing is a requirement 
· Must own transportation and possess a valid driver’s license with proof of insurance. 

Salary Range: $28,500 yearly 

Benefits: 	Offers Dental Insurance, Retirement, Paid Holidays, Credit Union, and  
                        Annual and Sick Leave. 

Applications may be obtained from any LaSalle CAA Head Start Center, Community Development Center, LWIOA Workforce Center, Administrative Office, or H.I.R.E. system. 

Completed application along with resume, diploma/degree should be mailed to: 
LaSalle Community Action Association, Inc.
P.O. Box 730
Harrisonburg, LA 71340

Or Emailed to: 
jordanhinkle@lasallelcaa.org
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