Utah Regional Housing
Office Specialist I: Full Time
Job Summary:
This full time Office Specialist performs secretarial, clerical, receptionist, switchboard, or other
office functions as required. Successful applicant will work under the general supervision of
higher classified office staff.
Duties Include:
Answers multi-line telephone, directs calls, answers elementary intake questions;
Types letters, statements, narrative and statistical reports, minutes, agendas and other
documents as required;
Performs data input relating to office functions;
Assists visitors in accurately completing forms and applications;
Maintains organizational files and records;
Sorts and delivers incoming mail; meters and mails outgoing mail.
Take payments for rent, deposits, work orders etc.
Any other duties as assigned.
Evaluation and Selection Factors:
Ability to maintain cooperative relationships with those contacted in the course of work activities;
Skill in written and verbal communication;
Ability to type 40 WPM net and knowledge of various computer applications including word
processing and data entry;
Ability to correctly use grammar, spelling, and punctuation;
Ability to speak Spanish a plus, but not required.
Hours:
40 hours per week in a 4-day work week, Monday – Thursday.
Licensing:
Must demonstrate legal resident status;
Must possess a current driver’s license and obtain a valid State of Utah driver’s license within 60
days of employment.
Requirements for Employment:
Equivalent to a high school diploma;
One (1) year secretarial training including computer skills; or
One (1) year work experience providing general office support.
Applicants receiving a conditional offer of employment will be required to show an original social
security card and submit to a pre-employment drug screen and additional background.
Pay and Benefits:
Starting pay is negotiable depending on experience. Medical and dental insurance, paid time off,
and holiday leave, life and AD&D insurance.
Application Procedure:
Please submit a resume with a cover letter to the Utah Regional Housing office, at 688 West 100
North, Provo Utah 7am to 6pm Monday – Thursday or email to cdaley@provohousing.org. All
applications must be received by August 5th, 2021. Call 801-900-5676 for more information.

Equal Opportunity Employer

