WSH# ] Py E
ARCHDIOCESAN YOUTH EMPLOYMENT SERVICES

3250 Wilshire Blvd., Suite 1010
Los Angeles, CA 90010

LA COUNTY SUPPLEMENTAL AGREEMENT
(Please type or print when completing this form)

TRAINING SITE NAME: LAX Construction Trailers

ADDRESS: 8090 Westchester Parkway, T-F  ~|Ty. Los Angeles ZIP coDE: 90045

TELEPHONE: 949-510-5223 FAX: TAX ID:

STAFF PERSON(S) RESPONSIBLE FOR DIRECT SUPERVISION OF TRAINEE(S):
Richard Contreras Title: PLA/HireLAX PM

richard.contreras@parsons.com

Name: Email:

TRAINEE JOB TITLE: Administrative Intern

Provide separate sheet for each additional job title.

DETAILED JOB DESCRIPTION:
Administrative Assistant Duties including but not limited to:

Entry of data into spreadsheets, preparation and filing of documents, correlation and cross
referencing of information.

Possibly making or responding to phone calls, and taking messages.

Provide assistance on projects and project preparation (event organization, signing in or directing
attendees).

Maintain confidentiality of individuals' personally identifiable information.

SPECIAL JOB REQUIREMENTS:

Strong attention to detail. Typing with accuracy.
Speak and communicate clearly and effectively.
Excel, Word, and Power Point ability.

Ability to go up and down a half flight of stairs.
Over 18 (government work site)

No criminal history involving identity theft or fraud.

WORK DAYS AND Hours: 1BD: Monday - Friday / 7AM - 3PM (Part-time approx 20hrs/wk)

INDICATE NUMBER OF TRAINEE(S): 1

Print Clear Form
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