
 

 

Administrative Assistant to the Human Resources Office  

Lyon College seeks an administrative assistant for the Human Resources Office. This is a part-

time, 20 to 25 hours per week position working from August 1 – May 31. Preferred working 

hours are 9 a.m. to 2 p.m., Monday – Friday. Responsibilities include performing customary 

receptionist and secretarial duties such as greeting visitors, answering and directing phone 

calls, maintaining office supplies, sorting mail, and filing. Additionally, the position supports the 

filing and maintenance of athletic insurance claims. Candidates must have a working 

competency in Microsoft Word and Excel, ability to maintain confidentiality, excellent customer 

service and communication skills, and ability to be flexible. A high school diploma is required 

and at least two years of administrative experience is desired. 

Lyon College is located in Batesville, Arkansas, a safe and historic town of 10,000 that serves as 

commercial, medical, social, and governmental hub for an eight-county area and named by USA Today 

as the best city to live in in Arkansas. The College currently enrolls almost 700 undergraduate students 

from 24 states and 15 foreign countries. Entering freshmen have an average high school GPA of 3.5 and 

an average ACT composite of 24 and SAT score of 1117.  Interested candidates should send a cover 

letter, resume, and the names, addresses, and phone numbers of three references to Mr. Donald R. 

Taylor, Director of Human Resources, 2300 Highland Road, Batesville, AR 72501 or electronically to 

jobs@lyon.edu with “HR Assistant” in the subject line. Review of applications will begin immediately and 

continue until the positions are filled. To learn more about Lyon College go to www.lyon.edu. 

Lyon College does not discriminate with respect to the hiring of applicants or with respect to the terms, 

conditions, or privileges of employment because of race, color, religion, gender, age, disability, sexual 

orientation, or national origin. It is the continuing policy of Lyon College to comply with any applicable 

state and federal law regarding equal employment opportunities. 


