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

Responsibilities for contract assistant

e Collects, summarizes and analyzes data required for contract actions

» May supervise subordinate associates

 Trains subordinate associates on department policies and processes

e Manage the central services such as reception, security, maintenance, mail,
archiving, cleaning, catering, waste disposal, vending machine, pantry and
office supplies, courier and recycling

e Perform a variety of administrative duties to support the Studio objectives

e Assist with booking travel for the Melbourne office excluding the Executive
Team

e Coordinate the Games Redemptions for Melbourne, ensure compliance with
policies, track and manage redemptions points and delivery of games to all
employees

e Support the Studio Facilities Manager with planning, execution and planning

e Act as the Fire Warden for the office

e Manage and raise all Salesforce, iexpense and Iprocurement requisitions in
addition, contributing to budget forecast submissions alongside the head of
the Studio for approvals and submission to Finance

Qualifications for contract assistant
e Passion for video games advantageous

e Perform any other duties as assigned by your manager with accountability
and responsibility defined prior to the commencement of these duties



 Ability to create multimedia PowerPoint presentations

 Strong planning, organizing, and scheduling abilities

 Ability to follow through, work successfully with a minimum of supervision,
and pay attention to details



