
  

 
CLERMONT COUNTY BOARD OF DEVELOPMENTAL DISABILITIES  

POSITION POSTING 
(An application for the following position may be downloaded from the website at www.clermontdd.org or obtained 
at the Thomas A. Wildey Center, 2040 St. Route 50, Batavia, Ohio. Monday through Friday between the hours of 
8:00 a.m. and 4:00 p.m.) 
 
AVAILABLE POSITION:    Administrative Assistant II 

40 hours per week (255 Days) Non-bargaining unit eligible 
 

IMMEDIATE SUPERVISOR:  Director of Service and Support Administration 
  
DUTIES (SUMMARY ONLY) 
 

• Provides exemplary customer service through courteous, responsive interactions with Board staff, 
community partners, and individuals and families receiving services. 

• Performs clerical tasks, including using Microsoft Office, operating office equipment, job software 
and related programs.  

• Update and ensure accuracy of information in databases used.  
• Ensure compliance with revised code requirements, DODD rule requirements, and Clermont DD 

policies.  
• Participates in DODD Accreditation reviews as requested.  
• Disseminate and track Individual Service Plans (ISPs), Assessments, and Quality Assurance 

Reviews and practice professional ethics in keeping with the confidentiality of information and 
materials in the process. 

• Assist with implementation of Home and Community Based Services Waiting List Rule 
requirements. 

• Prepare materials and disseminate as requested by SSA Director 
• Attend required training and conferences, and all department and team meetings.  

 
 

MINIMUM QUALIFICATIONS:  
High school diploma or equivalent. Proficient computer skills and the ability to provide excellent 
customer service, critical thinking skills and time management capabilities are essential. Must pass a 
medical fitness for duty examination including chemical dependency test; must pass criminal 
background check; pass all registry checks as required by Statute; must provide valid I-9 documents, 
must complete all Public-School Works employee training. 
 
SALARY:                 $17.91 – 25.95 
POSTING DATED:        01-17-2024 
APPLICATION DEADLINE: until filled. 
SEND RESUME TO:  Kathy Booth 

Human Resources Coordinator 
Clermont County Board of DD 

 2040 US Highway 50 
 Batavia, OH  45103 
 kbooth@clermontdd.org 
 
 
 24-002 The Clermont County Board of DD is an Equal Opportunity Employer 
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