Administrative Assistant Needed ASAP (Concord)




DataQuik is a new office supplies billing company that needs a FT administrative assistant.

Duties/Responsibilities:


- Answering phones and managing voicemail 
- Data entry, filing, light correspondence, some research and special projects 
- Provide administrative support for busy President and three executives as needed 
- Maintain inventory of office supplies 

Requirements:  Must have a High School diploma

Qualifications: 
- Great attitude and sense of humor 
- Ability to work well with others and independently 

- Ability to pay attention to detail and multi-task 
- Must manage time efficiently


- Computer proficiency (Word, Excel, Internet) 
- 10-key by touch 
- Excellent verbal and written communication skills 

Compensation: $25 hr.
This is a 40-hour-a-week position

