Bedford County Health Department Now Hiring:
Public Health Office Assistant

Full-time w/ benefits, 37.5 hours weekly

Necessary Requirements:
· High School Diploma or ged
· Valid Social Security Card or work visa
· Valid drivers license and reliable transportation 
· Preferred medical or hospital work experience
Nature of Work:

· Work Monday through Friday 8:00 am to 4:30 pm

· Provide basic administrative support 
· Provide excellent customer service

· Perform clerical and related duties

· Process and maintain administrative records and reports. 

· Follows policy and procedures to ensure confidentiality of all patient health information

· Bi-lingual skills in English and Spanish is desired

**Bedford County, Tennessee, is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the County will provide reasonable accommodations to qualified individuals with disabilities.

