
The Employment Opportunities for Students link on the Dyersburg State web page is provided as a service to the community. Employers 

seeking to post a job announcement should contact the Counselor/Career Services Coordinator, Carmen Pfeifer, at pfeifer@dscc.edu or call 

901-475-3137.   

Employers are solely responsible for their postings. DSCC is not responsible for any employment decisions made by any entity posting jobs on 

this site. DSCC has sole discretion to restrict postings on this site. DSCC does not make any representations regarding the accuracy or validity of 

the information posted by employers and does not endorse any business or organization. Job announcements that contain inaccurate, false, or 

misleading information or material that exploits people or appears to be posted solely to solicit personal information will be refused at the 

discretion of the site manager. Announcements containing information that is irrelevant to the job opportunity being presented will be 

refused.  

Job Title:  Secretary/Receptionist 

 

Business/Location:  Southern Integrated Services, 785 Watson Drive, Munford, TN 38058 

 

Requirements: 

 

 Professional dress.  

 Must be able to answer phone in a courteous and professional manner.  

 Knowledge of computer program " Job Power".  

 Understand how to manage Accounts Payable and Accounts Receivables.  

 Experience scanning and emailing documents.  

 Be able to figure percentages and have experience dealing with business taxes..  

 Would like to have someone with a degree in accounting or business.. 

 

Responsibilities include but are not limited to: 

  

 Must be able to file invoices. 

 Must be able to prepare payroll. 

 Must be able to do monthly billing and all financial statements. 

 

Can apply at:  Southern Integrated Services, 785 Watson Drive, Munford, TN 38058  

 Owner:  Robert L. Donaldson 901-831-7461 or  

 Contact: Jennifer Donaldson 662-554-7149 

(Pay will be up to $15.00/hour for the right candidate.) 

 

Do you need help developing a resume or cover letter? Could you use some tips to prepare for an interview? Contact Ms. Carmen Pfeifer, 

Counselor/Career Services Coordinator at 901-475-3137 or email pfeifer@dscc.edu. Check out the DSCC Career Counseling webpage. Upload 

your resume to www.jobs4tn.com.   
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