1 Administrative Assistant Business  Overview Summary -07 JUN 2020
This Owner Operator has 17 months  Multimedia industry experience . I am now hiring an Administrative Assistant for a home office to join  me in growing a top-notch team. If you're hard-working and dedicated, this is a great place to work. I am looking for someone who is WILLING TO WORK. Close to train station and shops  and buses.  You'll be glad you applied to this role.
Why is it a great place to work?  
We strive to make the workplace fun, low stress  with a Smart Casual dress code 
·   Administrative Assistant job summary
Our company is seeking an Administrative Assistant to manage the office, supervise staff and handle duties for upper management. We are looking for an individual who is efficient and comfortable being a member of a team. The ability to multitask, while maintaining complex schedules and managing administrative support, is essential in this position. The ideal candidate for this job is resourceful, a good problem solver and organised. Assuring a steady completion of workload in a timely manner is key to success in this position. Full Training to the right applicant
· Administrative Assistant responsibilities and duties
·          Greet visitors and point them in the right direction, answer inquiries, and create a
     welcoming environment
· Organise and maintain files and databases in a confidential manner
· Manage communication including emails and phone calls
· Schedule appointments, meetings, and reservations as needed
· Receive deliveries; sort and distribute incoming mail
· Writing reports
· Give presentations ( in a board / meeting room)
· Receive invoices and review for accuracy
· Coordinate staff travel arrangements including transportation and accommodations
· House keeping duties
Run errands occasionally 
1.1 Examples of Administrative Assistant responsibilities
· Manage workflow by assigning tasks to other administrative employees daily, ensuring that deadlines are met and work is completed correctly 
· Assist in training staff members and new hires 
· Implement and monitor programs as directed by management, and see the programs through to completion 
· Generate memos, emails and reports when appropriate 
2 Administrative Assistant qualifications and skills
·     Customer Service skills
·     Cert 2 Business preferred
· Proficiency in MS Office with expertise in Microsoft Word, PowerPoint and Excel 
· Ability to analyse and revise operating practices to improve efficiency 
· Detail-oriented and comfortable working in a fast-paced office environment 
· Exceptional communication skills 
· Superior organisation skills and dedication to completing projects in a timely manner 
· Full Training to the right applicant
· Desirable
· Friendly personality
· Ability To Take Directions
· Have Artistic Flare
· Ability To Work Autonomously 
· High school certificate / diploma or general education degree (GED) required.  Business Administration cert Two preferred.
· One year of clerical, secretarial, or office experience preferred. 
· Proficient computer skills, including Microsoft Office preferred. 
· Working knowledge of office environment  preferred
· CONTACT
1. https://csgro20.wixsite.com/website-1 
· this is my website 
· Contact csgro20@gmail.com and the role you are applying for.
·  0413 238 427 
· Interview with Carl Sgro 

· Please bring a copy of your resume
· (don't forget to put  your suburb) 
1. Please send me your updated Resume - Pay Rate $ 19 - 49 per hour
· CV should include  A. your details B. your     education  C. your work history
· Cover Letter  should include a brief summary     about your work history
· Minimum15 hours a week. 3 days a week, 5 hours a day, 1 hour lunch (unpaid) 
· Employment may be extended 
· Hello ,

· This role is Part Time – Temp role for 3 days, it might be on going role. I did advertise role as a Temp role. If you need more information or reschedule  will be available on Monday

· Thanks Carl Sgro

· csgro20@gmail.com - 0413 238 427 - Close to train station and shops (10 min walk) and buses (5 min walk).bus 802 or bus 817 - 4pm to 5pm Interview time -I am flexible to your chosen time

· HOME OFFICE 12 Queen Street Canley Vale, NSW 2166, Australia

· Closest cross street is Sackville St 

· Free lunch once a week, (with my discretion)
· Pre - Interview Questions-
· PLEASE ANSWER ALL QUESTIONS ! 
Have you ever been convicted of a violent crime ?
Have you ever been convicted of a drug related crime ?
Do you have a pending criminal case ?
Do you have an traffic violations ?
Thinking challenge -
If you wrote an ad to hire someone, what would you offer ?
(Spelling challenge -)
(Behavioural Questions -) 
· (Typing Test) -
Tell me something about you, not work related
How many years of Administrative Assistant preferred. experience do you have?
·     
· How many years of     Business Administration cert 2 preferred. experience do you have?
    
· How many years of     Computer Skills preferred. experience do you have?
    
· How many years of     Customer Service preferred. experience do you have?
    
· How many years of     Data Entry experience do you have?
    
· How many years of     House Keeping preferred. experience do you have?
    
· How many years of     Microsoft Office preferred. experience do you have?
    
· How many years of     Office Administration experience do you have?
    
· How many years of     Office Work preferred. experience do you have?
    
· How many years of     Organisational Development experience do you have?
    
· Do you have the     following licence or certification: Car / bike?
    
· Do you speak     English? (1st or 2 nd Language )
    
· What is the highest level of education you     have completed?
