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Our company is hiring for an office. Thank you in advance for taking a look at the
list of responsibilities and qualifications. We look forward to reviewing your

resume.

Responsibilities for office

 Assist with market research projects based on availability and with Director
approval

e Coordinate internal meetings/townhalls as needed - arrange for food, AV,
space

e Maintain Office Shared Drive for local office

e Maintain all office services vendor contracts

e Manage the MyFax account as administrator

» Manages office, orders supplies, spearheads corporate initiatives

» Manages and maintains all tickets that are part of team relationships

e Works with Marketing Dept

e Organizes company events and meetings

» Prepares cash/barter program and other invoices and submits to Accounts
Payable

Qualifications for office

e Familiarity with government work and processes preferable

e College degree in English, communication, marketing or comparable skill sets
and experience

o At least two years of experience in a box office/front of house administrative
position

e Proven record of accomplishment and experience working in the field (box

office, administrative, and/or customer service)



o Customer service skills, including demonstrated knowledge of all disciplines

of customer service



