ADMINISTRATIVE ASSISTANT
Madison County Solid Waste Department

Full time position that involves general secretarial and office work of a complex nature.  Performs a variety of administrative and support functions to assist in the solid waste/recycling department.  This position requires the ability to type accurately and efficiently; experience in Microsoft Word, Excel and Access, Quick books is highly desired.  Applicant must have knowledge of business English, spelling, and math; ability to conduct research, collect and analyze data; prepare written reports; ability to prepare and monitor budgets; knowledge of office equipment; ability to act independently and make responsible decisions; ability to establish and maintain cooperative working relations with government officials and other employees as well as the public.  High school diploma or GED required.  Three (3) years secretarial or administrative experience preferred.  Pay will be commensurate with education and/or experience.

To apply for this position please fill out a Madison County Board of County Commissioners Employment Application and a Background Check form.  Applications may be turned in to the Board of County Commissioners Administrative office located at 229 SW Pinckney Street, room 219, Madison, Florida.  
For questions regarding this position, please contact Llewellyn McDonald, Solid Waste & Recycling Director at (850) 973-2611.  The application deadline is Wednesday, June 17, 2026 at 4:00 p.m.  
Madison County is an Equal Opportunity/Drug Free Employer. 

