
Edgecombe County Health Department 
122 East St. James Street 

Tarboro,  N.C.  27886 

 
Processing Assistant IV 

Job Position Number: 453-04-326 
Salary: $21,951 

Posted:  ESC, County Website, Internal 
 

Application Closing Date:  Friday, October 24, 2014 at 5:00 PM or until filled 
 
The Edgecombe County Health Department is seeking a qualified applicant for a 
Processing Assistant IV.  This position is responsible for data entry for all health 
department clinics.  
 
Knowledge, Skills and Abilities: 

• Significant knowledge of office or work unit procedures, methods and practices.   
• Ability to learn and independently apply laws and departmental rules and 

regulations covering programs and services.   
• Ability to review and process information to determine conclusions, actions or 

compliance with applicable laws, rules or regulations.   
• Ability to apply a variety of work-related formulas or mathematical calculations.  
• Ability to independently work with people with courtesy and tact in performing 

public contact duties that may be sensitive in nature.  
 
 

Minimum Education and Experience: 
Graduation from high school and demonstrated possession of knowledge, skills and ability 
gained through at least two years of office assistant/secretarial experience; or an 
equivalent combination of training and experience.   
 
 
Interested candidates must complete and submit an Edgecombe County Application.  The 
Edgecombe County Application Form may be obtained from the Employment Security 
Commission Office or online at www.edgecombecountync.gov.  Send application to: 

 
Edgecombe County Health Department 

Attention:   Julie Keel 
PO Box 100 

Tarboro, NC 27886 
 
The Edgecombe County Health Department is an Equal Opportunity, Affirmative Action 
Agency and complies with the requirements of the Americans with Disabilities Act.  Pre-
employment drug, E-Verify and criminal background screenings are required. 
 
Posting Date: 10/16/14 


