
FULL-TIME EMPLOYMENT 
TODD-WADENA COMMUNITY CORRECTIONS 

 
Todd-Wadena Community Corrections seeks one full-time Administrative Assistant for our Long 
Prairie office. Travel between both counties may be required. Current responsibilities include, but are 
not limited to, serving as general agency office manager, serving as computer and systems 
administrator for our database systems, maintaining all bookkeeping/accounting functions for agency, 
coordinating employee payroll and insurance benefits, maintaining employment and financial records, 
assisting Director with budget preparation and administration, and providing administrative support 
and assistance to Director as needed.  Successful applicant must be highly organized and efficient and 
demonstrate strong written and verbal communication skills. Minimum qualifications include an 
Associate degree or vocational/technical diploma in general business, secretarial, office administration, 
accounting or related field with a minimum of two years experience in office functions, computer 
operations, financial or records management, data entry, data base management, or related field; or any 
equivalent combination. Must have valid MN driver's license and auto insurance, and reliable 
transportation. Must pass agency background check requirements prior to employment. Convictions, 
continuances or stays for crimes other than minor traffic offenses may disqualify the applicant from 
being hired. Salary range is $21.16 - $31.97 per hour. Contact Kathy Langer, Director, at 320-732-
6165, kathy.langer@co.todd.mn.us for an application packet. Submit cover letter, resume and 
completed application to Todd-Wadena Community Corrections, 221 First Avenue South, Suite 200, 
Long Prairie, MN 56347. Position will remain open until filled.  First round of application reviews 
scheduled for May 24, 2017.  
 

“Equal Opportunity Employer” 
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