
 
Operations & Administrative Assistant 

 
 

Classical Academic Press (CAP) is in search of an Operations & Administrative Assistant with 3-5 
years prior experience. CAP is a faith-based owned and operated company. It is a fast-growing 
publisher of curricula and media for classical schools, Christian schools, classical home schools and 
classical charter schools. The company is located in Camp Hill, PA, has fifteen full-time employees and 
works with scores of contracted, free-lance professionals such as authors, illustrators, and editors. 
For twenty years, CAP has brought award-winning, creative products to the marketplace and 
has continued to show strong growth year after year. CAP now seeks an Operations & Administrative 
Assistant to help continue this trend – full and part time candidates will be considered. 
 
Classical Academic Press is seeking an Operations & Administrative Assistant to be responsible for the 
execution of general internal and external operations of our office. Duties combine aspects of the roles 
of administrative/operations assistance and customer service assistance. One of the primary goals will 
be to ensure that Classical Academic Press operates in such a way that it meets the needs of our 
customers effectively. 
 
The successful candidate for this position will have noteworthy experience providing administrative 
support and leadership for similar organizations, and should have a track record of success, verified by 
references. The successful candidate will be able to effectively prioritize incoming communication 
requests from internal and external sources, establish their priority, recommend courses of action, and 
follow through to resolution.  
 
A Bachelor’s degree and experience working in a similar organization or field is preferred. The ideal 
candidate will also be proficient in and/or demonstrate an ability to quickly adopt skills to use 
QuickBooks, Microsoft Office Suite, Google Sheets & Docs and various company-wide computer 
platforms for team management, collaboration and communication. 
 
All CAP team members must share a love of the mission of Classical Academic Press and classical 
education; have a collaborative spirit, strong intra-personal and group communication skills, reporting 
skills, administrative writing skills, managing processes, organization, analyzing information, 
professionalism, problem-solving capacity.  
 
Classical Academic Press provides a fixed salary, but also increases compensation in keeping with 
positive company growth and results. CAP also provides excellent health coverage and retirement 
benefits. If you are interested in joining this great team, in a great place to live and work – email us as 
employment@classicalsubjects.com; and qualified candidates will be provided more detailed 
information. 
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