
 

The Luzerne Intermediate Unit #18 is an Equal Opportunity Provider and Employer and does not discriminate on the basis of race, color, religion, 
national origin, age, marital status, sex or non-relevant handicap in activities, programs or employment practices.  For information regarding civil 

rights or grievance procedures, contact Human Resources, 570-718-4648. 

 

 
 
Date of Notice:          May 20, 2024 
 
Job Title:   Administrative Assistant-Business Office  
  
Location:       Tioga Avenue 
 
Reports To:   Business Manager 
 
Terms of Employment:    Full Time  
 
Qualifications:  See Attached 
 
Application Process:     See “Request for Position” below   
 
 
--------------------------------------------------------------------------------------------------------------------- 
Please submit cover letter, resume and application (available on our website) and three letters of 
reference to:  
    Angela Manumpahi, HR Manager 
    Luzerne Intermediate Unit #18 
    368 Tioga Avenue 
    Kingston, Pa. 18704 
 
 
 
 



 
 
 
 

 
 
 

 
 
 
 
 

Position Description 
 

JOB TITLE:            Administrative Assistant-Business Office 

 

LOCATION:           Administration Building 

 

DEPARTMENT:      Business Office 

 

REPORTS TO:       Business Manager 

 

GENERAL DESCRIPTION: Perform Business Office duties required as part of the 
normal operation of a public school entity in conformity with the Pennsylvania School 
Manual of Accounting and the Pennsylvania Public School Code. 

 

POSITION REQUIREMENTS:  

1. Experience processing payments to vendors in a computerized accounting 
system, preferably working within the CSIU 16 FIS software 

2. Experience reconciling general ledger cash accounts to bank statements 
3. Experience developing and entering computerized accounting entries  
4. Experience with all aspects of data entry, computer processing and printing of 

payroll checks, preferably    working within the CSIU 16 FIS software 
5. Demonstrated proficiency in Microsoft Word and Excel 
6. Ability to handle all correspondence and documents associated with the LIU Life 

Insurance program 
     7.   Any other duties as assigned by the Business Manager or Executive Director 

 
 

Education Preference: 

- Associates Degree, Business or equivalent experience 
 

 




