POSTED 
August 2024
JOB ANNOUNCEMENT

The following position is available with the Oklahoma Department of Career and Technology Education.  
CLERK 
Health Science Education

Provide courteous and efficient reception services to callers and divisional visitors and departmental staff. 

EDUCATION AND EXPERIENCE:  

REQUIRED:

· High school diploma or equivalency


ESSENTIAL DUTIES AND RESPONSIBILITIES:
· Answer phone in efficient and professional manner; route calls to appropriate staff; take and distribute messages.

· Assist divisional staff with filing, labeling, copying, and preparing for meetings and conferences.
· Prepare and disseminate divisional email messages to instructors and administrators.

· Maintain divisional social media presence.

· Support HOSA Future Health Professionals as directed. May include overnight travel during CTSO events. 
· Order supplies and assist staff as needed.  

Hourly Rate:  $12.41    
Position based in Stillwater, OK
Position posted for a minimum of 10 calendar days or until position is filled.   

Send cover letter, including job title, and resume to: 

Mail: Oklahoma Department of Career and Technology Education, Attn: Marie, 1500 West Seventh Ave., Stillwater, OK  74074. 

Fax: 405/743-5186. 

Email: applicant@careertech.ok.gov.  

EEO employer. 
