Administrative Clerk

Responsible for administrative tasks such as maintaining records and files, codes and enters data, able to use spreadsheets and similar software.
Administrative Secretary

Provides secretarial support for one or more professional, administrative and/or managerial employees.  Types letters, memoranda and forms from rough notes or handwritten drafts.  Maintains logs/records, calendars.   Makes arrangements for travel, meetings, and conferences. Performs any other related assigned duties.  Ability to prioritize and perform assigned duties independently.  Ability to keyboard correspondence reports from rough drafts.

Clerical Aide (No typing)

Maintains records and files, codes and enter data; routes telephone calls; greets visitors; opens and distributes mail.
Clerk (Light typing)

Maintains records and files, codes and enters data; routes telephone calls; greets visitors; opens and distributes mail; operates electronic typewriter at 30-40 wpm to produce routine documents.

Customer Service Representative 

Respond to customer requests, inquiries and problems in person and on telephone, assisting with resolutions.  Manage customer data records by adding new records, maintaining and revising current records and archiving and deleting obsolete records within department computer system as directed. Respond to customer's incoming telephone calls.  Ensure information provided and data provided to customer complies with City and State laws.  Perform routine office tasks such as preparing correspondence, data entry, mail processing and filing.  
Customer Service Representative II

Respond to customer requests, inquiries and problems in person and on telephone, assisting with resolutions.  Manage customer data records by adding new records, maintaining and revising current records and archiving and deleting obsolete records within department computer system as directed.  Respond to customer's incoming telephone calls.  Ensure information provided and data provided to customer complies with City and State laws.  Perform routine office tasks such as preparing correspondence, data entry, mail processing and filing.  Must have a working knowledge of Word and Excel.  Requires high school diploma or specialized vocational training.  Requires one-year experience in direct contact customer service.  
Data Entry Operator

Under immediate supervision, performs work of routine difficulty in the keying and verifying of information.  Data may include budgetary, accounting, or statistical information.
Event Planner

An experienced marketing professional to manage internal and external events.  Will be responsible for event budget and event calendar management for assigned projects.  Will manage event production and logistics from development of content, venue set-up, promotions, invitations, graphics/multimedia, and other event-related marketing materials, to technical projects
· Proven record in developing effective event-marketing programs

· Detail-oriented and thrives under pressure

· Open to some travel

· Support event team's strategic planning initiatives for internal and external events
Executive Administrative Secretary

Experienced in handling a wide range of administrative and executive support related tasks and will be able to work independently with little or no supervision. This person must be exceedingly well organized, flexible and enjoy the administrative challenges of supporting a small office of diverse people and programs.  Must be able to interact with staff (at all levels) in a fast paced environment, sometimes under pressure, remaining flexible, proactive, resourceful and efficient, with a high level of professionalism and confidentiality is crucial to this role. Expert level written and verbal communication skills, strong decision making ability and attention to detail.
Education, Training and Experience Required:
· 5+ years experience supporting at the executive level 

·  Excellent calendar management skills, including the coordination of complex executive meetings 

· Experience assisting management with the creation of PowerPoint presentations 

· Strong knowledge of MS Office, including Word, Excel, PowerPoint and Outlook 

· Experience scheduling travel arrangements for management 
Field Service Technician
A viable candidate for this assignment would have the following background:

· Successfully pass drug screening, physical examination to assure fitness for duty, and criminal background check

· Acceptable driving record
· Reasonable mechanical aptitude and familiarity with plumbing-related hand tools

· Ability to work outside in all weather conditions

· Able to perform physically demanding tasks

· Basic computer skills

· Able to deal with the public and exercise professional customer service skills in stressful situations
General Office Clerk

Performs basic administrative tasks with minimal guidance, including data entry, copying and faxing.  Serves as first point-of-contact for assigned program.  Maintains a variety of records, such as inventories of supplies and materials.  Produces documents related to assigned office/program area.  May be required to establish and maintain filing systems.  Receives and directs phone calls and handles mail and light correspondence.
General Office Clerk

Performs basic administrative tasks with minimal guidance, including data entry, copying and faxing.  Serves as first point-of-contact for assigned program.  Maintains a variety of records, such as inventories of supplies and materials.  Produces documents related to assigned office/program area.  May be required to establish and maintain filing systems.  Receives and directs phone calls and handles mail and light correspondence.

Under immediate supervision, performs work of routine difficulty in receiving and directing the public to various departmental personnel.  Refers telephone calls to appropriate personnel. Stamps, sorts, and distributes mail.  May perform light typing.
General Office Worker
Assist with general offices duties to include filling, processing mail (picking up & delivering mail, sorting mail, emptying mail drop boxes) operating cash registers (no cash, mailed payments only), operating remittance processor, data entry and retrieval into departmental mainframe systems and other light office duties as assigned.
Office Manager

· Delegating work and workload planning; 

· Writing reports; 

· Supervising the work of clerical and secretarial staff, monitoring the workload and work rate; 

· Dealing with complex queries and complaints on the telephone, by email and in person; 

· Meeting with senior managers to review office performance; 

· Organizing office maintenance and repair work; 

· Supervising the implementation of new office systems; 

Office Specialist I

Posts items to accounts, prepares vouchers.  Maintains files, distributes reports, and performs simple data entry into internal agency system.  Inventories, receives, and shelves routine supplies.  Reviews invoices/packing slips to ensure shipment is correct.  Schedules rooms, meetings and/or tours.  Produces and/or hand distribute simple documents (e.g. flyers).  Performs routine, simple filing and non-critical copying.  Collates documents, distributes mail.  Refers calls, greets visitors, and gives standard information in response to phone or in-person inquiries.  Performs simple data entry into single screen.  Files non-critical records, photocopies non-critical items.
Office Specialist II

Prepares a variety of standard forms (e.g., work orders, petty cash) for routing and approval. Compiles and maintains daily and weekly reports.  Performs reconciliations.  Establishes, revises and maintains documents and files.  Performs data entry into corporate system, e.g., routine posting and billing, T&A’s, etc.  Reviews completed forms for accuracy and completeness.  May perform inquiries in internal and external databases to determine discrepancies.  Performs basic calculations.  Tracks expenditures.  Files critical records.  Notifies all participants of meetings and other functions in advance.
Paralegal (Litigation) 

Candidate must be able to conduct legal research using Lexis Nexis review and summarize discovery proceedings to include medical and case records, schedule depositions, draft routine and specialized documents from notes, oral instruction, pleadings.  Be familiar with legal terms such as notice of intent, pleadings, motions, orders and briefs and know the difference between each.  Must be able to use Microsoft Professional Suite and is computer literate.
Paralegal (Litigation/Bankruptcy)

Candidate must be able to conduct legal research using Lexis Nexis, review and summarize discovery proceedings to include medical and case records, schedule depositions, draft routine and specialized documents from notes, oral instruction, pleadings.  Must have experience in bankruptcy.  Be familiar with legal terms such as notice of intent, pleadings, motions, orders and briefs and know the difference between each.  Must be able to use Microsoft Professional Suite and is computer literate

Paralegal (Real Estate/Tax Delinquent)

Candidate must be able to conduct legal research using Lexis Nexis and must be able to use Microsoft Professional Suite and is computer literate.  Candidate must have a real estate background to include ability to do title searches, property investigations, and discovery.  Be familiar with legal documents, motions, court dockets, and other related legal terms.  Draft routine and specialized documents, meet with clients, and organize materials for hearings, etc.  Must be organized and able to work independently.
Receptionist

Greets vendors, customers, job applicants and other visitors, and arranges for transportation services, when needed.  May operate a switchboard to route incoming calls and place outgoing calls.  Relies on instructions and pre-established guidelines to perform the functions of the job.  Works under immediate supervision.  Primary job functions do not typically require exercising independent judgment. Typically reports to a manager or supervisor.
Education, Training and Experience Required:

Requires high school diploma or its equivalent with 0-2 years of experience in the field or related area.  Has knowledge of commonly-used concepts, practices, and procedures within a particular field.

Senior Legal Secretary
Candidate provides administrative support to attorneys.  Performs routine and specialized administrative functions such as legal correspondence, reports, and court dockets.  Prepares sorts and prioritizes mail, events, and messages.  Establishes and maintains specialized files according to prescribed methods.  Assist with other clerical assignments of other staff members.  Must be experienced in using Microsoft Professional Suite to include Word and Excel.
Telephone Representative

Assists with answering calls from taxpayers on various questions from personal property and real estate.  Access various systems to give accurate and timely information and maintain pleasant tone and give good customer service.  Complete referral sheets to be worked by full-time staff.
Teller

Customer Service Representative II – Cashier Role-Under immediate supervision; performs work of routine difficulty in the receipt and application of payments.  Follows office procedure in accepting and processing payments.  Has direct contact with customers either on phone or in person.  Essential tasks include:

· Takes cash, check, credit card and direct deposit payments from external (citizens) and internal (employees) customers, issues cash register receipts and reconcile cash drawer.

· Verifies account numbers, account balances, decals and pet licenses 

· Open mail and prepare for remittance processing and operate high-speed remittance processor.
**If interested in these openings, please forward your resume to officejobs@keypersonnel.net
