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Our company is looking to fill the role of administrative & marketing assistant. If
you are looking for an exciting place to work, please take a look at the list of
qualifications below.

Responsibilities for administrative & marketing assistant

e Answers and screens SVP’s telephone calls and visitors

e Ordering and maintaining inventory of Department materials and supplies

* Assists department in special projects and presentations as requested

e Accurately and professionally prepares written communications for internal
and external audiences

 Professionally handles incoming telephone calls and visitors, relay and take
accurate messages, and assist in resolving inquiries whenever possible

» Manages high profile telephone calls and correspondence, including those
from senior executive management, members of the media and other local
dignitaries and has a defined process for facilitating and managing
appropriate handling of these calls

e Coordinates and keep schedules for appointments, meetings presentations,
travel and lodging conference rooms

e Assists in preparing or may prepare weekly/monthly/annual reports as
requested

e Maintains an organized and accurate filing system to facilitate timely
responses and management of critical documents and actionable items

* Assists in the processing of vendor invoices

Qualifications for administrative & marketing assistant

e Strong computer skills including Excel, Word, PPT and experience working



Asset collection and trafficking to fulfill marketing deals

Campaign monitoring and post summaries and analysis

Oversight with outside vendors

Design of creative presentations (PowerPoint, Keynote, et al) and sales
materials



