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

Responsibilities for administrative

Schedule appointments, meetings, and conference calls, prepare meeting
materials and order lunches as needed
Schedule domestic and international travel arrangements, handle itineraries,
and arrange for appropriate visas
Meet and greet guests, register into the visitor’s system
Assist teams with scanning, emailing, and filing various operations packets
Keeping the team documentation organized and maintained
Mail outgoing packages for professionals and team
Manage incoming mail, distribute to team and prepare outgoing packages
Provide backup support for other two assistants on Operations Team
Interaction with clients/tenants
Maintain office database

Qualifications for administrative

Extensive administrative experience (four years minimum of professional or
administrative experience)
Ability to manage multiple tasks/projects at one time and see them through
to completion
Ability to work in a fast paced environment and multi-task under pressure
Display a confident, mature and polite personality with a teamwork mentality
Proactive in anticipating needs of professionals
Strong people skills, positive attitude, proactive

Example of Administrative Job Description
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