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Our company is growing rapidly and is searching for experienced candidates for
the position of administrative. To join our growing team, please review the list of
responsibilities and qualifications.

Responsibilities for administrative

* Assists and coordinates the preparation of proposals, presentation books,
and marketing materials, data collection, preparation and assembly of
materials

e Makes travel arrangements, including flight, lodging and ground
transportation

e Assists in the organization and support of in-house and offsite meetings

e Set up and maintain an orderly filing system for correspondence, records,
reports, , for timely, accurate retrieval of information as required

e Assist with the preparation, editing and distribution of offering documents

» Prepare closed deal files, compliance forms and other deal related documents

» Ensure approval of vacation requests and maintain vacation calendar for the
department

e Provides high level of service and support to senior managers in a dynamic,
fast-paced environment

e Coordinates internal and external senior level meetings, and arrange
videoconferences, teleconferences and meeting space

e Schedules and maintains calendar of appointments, meetings and travel
itineraries, and coordinate related arrangements for all supported managers

Qualifications for administrative

2 years professional administrative experience or bachelors degree
e 8-10 years of administrative experience with at least 5 years as an



Ability to work independently, part of a collaborative team, and assume
additional responsibilities as required

Demonstrates sound judgment and ability to reach decisions independently
Ability to develop solid, trusted relationships

Adapts well to changing plans and priorities



