
 
 

Stahl Sheaffer Engineering is a multi-discipline civil/structural engineering firm that has been providing services since 2006  
 

 Send resume to careers@stahlsheaffer.com Stahl Sheaffer Engineering is an Equal Opportunity Employer 

 
Stahl Sheaffer is currently seeking to hire an Administrative Assistant in our State College office (30 hours per week) 
to manage front office and administrative tasks for staff and clients at our headquarters office as well as assist at 
regional offices.   

• Proficiently complete daily office administrative tasks using various software including Microsoft Office 

• Maintain the company phone systems to answer, screen, and forward calls 

• Handle the incoming and outgoing correspondence 

• Order and maintain office supplies and equipment for various offices 

• Coordinate staff travel needs 

• Assist with administrative tasks for client projects 

• Assist with administrative tasks for in-house initiatives 

• Assist with administrative tasks for marketing initiatives 

• Completion of relevant course in business and office-related curriculum 

• Ability to be self-motivated 

• Strong verbal, written, and interpersonal skills 

• Proficiency in Microsoft Office programs 

• Strong customer service orientation 

• 2+ years of relevant experience 

• Ability to lift at least 20 lbs. 

• A valid driver’s license and daily access to a motor vehicle  
 

mailto:careers@stahlsheaffer.com


 
 

 
Stahl Sheaffer Engineering, LLC (Stahl Sheaffer) is a multi-discipline civil/structural engineering firm that has been providing services since 2006. 

Stahl Sheaffer Engineering is an Equal Opportunity Employer 
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