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	Unified Community Services

Serving Grant and Iowa Counties


Administrative Professional - Children’s Long-Term Support and Birth to 3 Programs

Unified Community Services is seeking a highly organized and detail-oriented Administrative Support Specialist to provide comprehensive administrative assistance for the Children’s Long-Term Support (CLTS) and Birth to 3 programs. This position supports multiple projects with minimal supervision, manages data entry and reporting, coordinates training and documentation for staff, and ensures compliance with program guidelines. Key responsibilities include preparing service authorizations, facilitating billing and purchasing activities, maintaining accurate records, and supporting service coordinators with onboarding and systems access. The ideal candidate will be skilled in multitasking, familiar with state systems and reporting tools, and committed to supporting services for children and families. Competitive compensation package includes Wisconsin Retirement System, health, life and disability insurance, and paid time off.    
Preferred qualifications include associate degree in secretarial related field and two years administrative experience, although equivalent experience and training may be substituted.  Requires personable and friendly demeanor; ability to maintain confidentiality; proficient computer skills; completion of Caregiver Background Check in accordance with DHS 12 WI Administrative Code, with no crimes or other findings that prohibit employment unless rehabilitation approval is received, with no convictions that are determined to be substantially related to the care of the client.  Prefer experience with electronic health records. 

Screening of applicants will begin immediately and will continue until filled.  Submit letter of interest to:

Ben Biddick
Unified Community Services
1122 Professional Drive

Dodgeville, WI 53533
bbiddick@unifiedservices.org
EOE/AA/CRC

