Admin to CEO / Sales / Warehouse (Atlanta)



Reply to: nancy@firsttechcommunications.com [Errors when replying to ads?]
Date: 2009-03-01, 3:43PM EST


Administrative Assistant / Warehouse / Sales / Jack Of All Trades 

Please read the entire job requirements before sending your resume. 

We are looking to fill a very exciting and challenging position for a Telecommunications Company in the city of Atlanta. We are looking for someone who has a background in the telecommunications industry but this is not a requirement. We remove and install Cellular Towers and equipment from existing cell sites for some of the largest carriers in the world. This is a fun, fast paced job and there is very little down time. If you like to be on the move, have your days fly by, then this job is perfect for you. We are looking for a “jack of all trades” and not afraid to get their hands dirty. 

Some of the requirements are: 

Must have experience working with the CEO of the company 
Experience in assisting with sales calls 
Must be able to handle a large work load 
Work well under stress and pressure independently 
Able to juggle several jobs at one time 
Works well with others 
Able to lift 50 lbs 
Willing to work out in a warehouse assisting with inventory, unloading and loading trucks, shipping. 

Must be proficient in the following software programs: 

Microsoft Access 
Microsoft Excel 
Outlook 
UPS Worlds Ship 
FedEx shipping Program 
Microsoft Word 
Adobe 
Macromedia 
EBay 

Responsibilities include: 

* Managing current or upcoming projects which include 25 or more contractors, managing their work load, looking through and updating all contracts 
* Assisting with the management of the equipment inventory in the warehouse 
* Entering all sales and purchase orders in Microsoft Access 
* Packing up and shipping all orders which include the knowledge of Fed Ex and UPS World Ship 

* Receiving in all purchase orders and putting equipment away in the warehouse 

* Able to lift 50 lbs 

* Not afraid to get your hands dirty 

* Internet research 

* Assisting the owner with any related jobs 

* Need to be very flexible to change in responsibilities, as requested 

* This is a small yet thriving company that needs someone that will go that extra mile for the company. 

* Must have reliable car. 

* Salary $35,000 - $45,000 depending on experience. 

	
	

	
	


· Location: Atlanta 

· Compensation: 35,00 - $45,000 DOE 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1055762675

Customer Service (Suwanee, Mcguinnis Ferry/Olde Atlanta Rd)



Reply to: job-1055599915@craigslist.org [Errors when replying to ads?]
Date: 2009-03-01, 1:50PM EST


We are looking to find 2 part time responsible and reliable people to help a fast growing Promotional Company. 
Must be able to work well in a very fast pace environment and have the ability to multi task. Need to be very flexible, Must be able to work independently with minimal supervision at a high level of attention to detail. Need great phone skills, good listener and be very polite to our customers, self-motivated , with strong computer and follow-up skills. Bookkeeping, administrative skills a plus. Knowledge and experience with QuickBooks Pro Premier preferred. Will need to be willing to market our products and services by calling knew customers. Creating presentations, estimates, vendor purchase orders, invoices, Order Management, production status log. Graphic Design a very big plus, and did I say attention to detail!!!!! 

Working in a casual home office with private entrance. 
Hourly Wage from $9 to $12 depended on your experience. (Possible bonus) 
Please submit your resume to the above e-mail address for consideration. 



	
	

	
	


· Location: Suwanee, Mcguinnis Ferry/Olde Atlanta Rd 

· Compensation: Hourly Wage from $9 to $12 depended on your experience. (Possible bonus) 

· This is a part-time job. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1055599915

Hiring A Full Time Assistant (Atlanta)



Reply to: job-1053918366@craigslist.org [Errors when replying to ads?]
Date: 2009-02-28, 5:04AM EST


Looking for a full-time office assistant. 

Qualifications: 
-18+ years old 
-Graduated high school 
-Up-beat and friendly attitude 
-Plenty of experience using search engines 
-Plenty of experience with word and excel 

Daily Duties: 
-Filling forms on multiple search engines 
-Doing searches on multiple search engines 
-Posting links and ads on search engines 
-Some data entry 
-Some bookkeeping 
-Other tasks as they arise 

To be considered for the position, please email your resume & cover letter. 

You can get a better idea of what you will be required to do by reading my blog: http://www.jonlewisblog.com 

	
	

	
	


· Location: Atlanta 

· Compensation: $9.50/hr 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1053918366

Administrative Assistant (Atlanta)



Reply to: job-1053293235@craigslist.org [Errors when replying to ads?]
Date: 2009-02-27, 4:31PM EST


We are looking to fill a very exciting and challenging position for a Telecommuncations Company. We are looking for someone who has a background in the telecommunications field. The job will consists of a full range of administative functions for the company director. Responsibilities include handling incoming/outgoing phone calls, managing company database in Microsoft Access, internet research, and filing. Must be computer savvy especially in Microsoft Outlook, Word, Excel, and Access. Must be able to create and edit basic spreadsheets. Must be able to work well in a very fast pace environment and have the ability to multi task. Must have sales and customer service experience. Need to be very flexible to change in responsibilities as requested. Must be able to work independently with minimal supervision at a high level of attention to detail. Must have experience working with high pressured executive. Must be willing to work in the company warehouse daily, shipping via UPS and FEDEX, inventoring goods, etc. This is a small yet thriving company that needs someone that will go that extra mile for the company. 
We have a friendly dog in the office. Must love Dogs! 
Must have a Reliable transport. A Car. 
Salary is depended on your experience. 

	
	

	
	


· Location: Atlanta 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1053293235

Real Estate - Closing, Scheduling Dept (Cumming, GA 30041)



Reply to: job-1053269940@craigslist.org [Errors when replying to ads?]
Date: 2009-02-27, 4:16PM EST


IMMEDIATE OPENING: 

JOB POSTING: Full Time 

Immediate opening Cumming, GA 30040 – Real Estate/Mortgage Industry-Closing and scheduling department.. 100% internet/phone based, non-smoking office. Great organizational, internet, typing (50 cwpm) and communication skills required. Candidate must be a people person. Clock-watchers or job hoppers need not apply. Some flex hours will be required. Forward resume to: resumetome@aol.com 

	
	

	
	


· Location: Cumming, GA 30041 

· Compensation: $10 - $12 hour 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1053269940

Unemployed? Stop looking and start working! Collectors Needed! ((Atlanta/Norcross))



Reply to: job-1053030126@craigslist.org [Errors when replying to ads?]
Date: 2009-02-27, 1:50PM EST


Atlanta /Norcross 
We are currently looking to fill entry level collections positions. 

We seek candidates who would like to learn or have experience in 3RD PARTY COLLECTIONS, skip tracing, and FDCPA guidelines. Computer literacy, basic typing skills and a positive attendance record are also required. Employees must have excellent verbal, negotiation and written skills. This would be an ideal second job or job for a college student or an adult who is just ready to make some money. Major opportunity for the right candidates. 
We need motivated self starters to work “in office” collect on this account. 

IN ADDITION, AND MOST IMPORTANTLY, MONEY MOTIVATED PEOPLE DO WELL HERE! 

“THIS IS A COMMSSION BASE JOB ONLY.” 
This means, if you don’t collect, you don’t get paid. 
When you do collect you collect big... 50% of what you collect out of our payout is your pay. 
You must live within 20 to 25 miles away from our office. 

Compensation package overview: 
• This is a commission based job. Talk is cheap. You have to back it up here. 
50% commission will be paid out from what you collect out of our company’s portion. 
If you are good then you are good. 
UNLIMITED GROWTH POTENTIAL. 
Business casual dress with a professional demeanor. 

Please call to schedule your interview today! 

Please call to schedule your interview today! 
770-543-0454 ext. 200 or fax a resume to 678-388-9589 
Email your Resume to: Careers@cigoatl.com 



• Location: Atlanta/Norcross 
• This is a part-time job. (Tuesday, Wednesday and Thursday are work days.) 
• This is a contract job. 
• This is an internship job 
• Principals only. Recruiters, please don't contact this job poster. 
• Please, no phone calls about this job! 
• Please do not contact job poster about other services, products or commercial interests. 

	
	

	
	


· Location: (Atlanta/Norcross) 

· This is a part-time job. 

· This is a contract job. 

· This is an internship job 

· OK to highlight this job opening for persons with disabilities 

· Principals only. Recruiters, please don't contact this job poster. 

· Phone calls about this job are ok. 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1053030126

Administrative Assistant (Marietta, Georgia)



Reply to: jeancody@bellsouth.net [Errors when replying to ads?]
Date: 2009-02-27, 1:48PM EST


Must have: Ms Word Suite, excellent PowerPoint ( International Corporation), very stabel. 

Wide range of administrative. suport to departmental personnel, letters contract agreements, confidentiality agreements, filing and other record keeping, Manage contract database and review key performance indicators for contracts including legal review, terms and conditions, and other as set forth by management. Provide procurement suport including making purchase orders, receiving materials, logging inventory and expediting. Utlize ERP system/software, (JD EDwards). Arrange meetings, make photocopies, send/recieve faxes and mailings ship documents and packages, scan images and documents and other functions. 

Upon request or as needed act as an interface between the customer facing personnel and order fulfillment process. This may include reviewing customer purchase orders and working with the ERP system as well as entering customer specific information into the ERP and supporting systems. 

Maintain Product Data Sheets and MSDS files and distribute information as needed. Make travel arrangements upon request, prepre expense reports for managers upon request. 

Experience with JDEdwards/Peoplesolft or SAP 

	
	

	
	


· Location: Marietta, Georgia 

· Compensation: Low 40,000 range 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1053026841

Experienced Title clerk Needed (Atlanta)



Reply to: job-1051825451@craigslist.org [Errors when replying to ads?]
Date: 2009-02-26, 4:23PM EST


I am currently looking for an experienced title clerk. You would be responsible for running titles to the local county to transfer titles. Would also be a part-time receptionist on weekends. This is a part-time position at this time. 

	
	

	
	


· Location: Atlanta 

· Compensation: $10/hour 

· This is a part-time job. 

· Principals only. Recruiters, please don't contact this job poster. 

· Phone calls about this job are ok. 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1051825451

Meeting Planning Company Seeking Administrative Person (I-285 & 400 Perimeter Mall Area)



Reply to: job-1051794971@craigslist.org [Errors when replying to ads?]
Date: 2009-02-26, 3:29PM EST


An establised Meeting Planning Company in Sandy Springs (I-285 & GA 400), seeks a full time detail oriented multitasking administrative person (not a receptionist) for a small business, small office environment. 

Must have: 
1. mimimum 10 YEARS adminstrative experience 
2. strong computer skills(MS Office, Quickbooks and Internet) 
3. be able to do limited overnight travel (1-2 over nights per month) 
4. must be no more than 40 minutes driving time (in traffic) to I-1285 and (400) 

To be considered as a serious cadidiates, must e-mail: 
1. resume 
2. salary level from last or current job 

	
	

	
	


· Location: I-285 & 400 Perimeter Mall Area 

· Compensation: Comensurate with background and experience 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1051794971

General Office Clerk (East Cobb) (admin/office jobs)



Reply to: job-1051757227@craigslist.org [Errors when replying to ads?]
Date: 2009-02-26, 3:04PM EST


	
	

	
	


· Location: admin/office jobs 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1051757227

Frontdesk administrator (Roswell/Alpharetta)



Reply to: job-1051253718@craigslist.org [Errors when replying to ads?]
Date: 2009-02-26, 9:41AM EST


We are looking for a front desk administrator for a dental practice located in Roswell/Alpharetta. The front desk administrator involves answering the phone, making appointments, greeting patients, filing charts and confirming patients for next day appointments. Bilingual in English/Spanish is a plus. 

	
	

	
	


· Location: Roswell/Alpharetta 

· Compensation: Salary $10-15/hr 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1051253718

collection company needing office help (Henry County)



Reply to: job-1051208332@craigslist.org [Errors when replying to ads?]
Date: 2009-02-26, 8:54AM EST


I am in need a of 1 person in the office to make phone calls and skip trace accounts we are a repo company in the Henry County area. I need a clean drama free individual to work in my office 2 to 3 days a week 6 hours a day. The candidate for this job needs to be very well organized and be able to be on time for work. I would even consider someone who has kids and work around them being home in time for the kids to get off the bus. Please make sure you live close no one need apply who does not has transportation. Reply to repojob2009@yahoo.com 

	
	

	
	


· Location: Henry County 

· This is a part-time job. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1051208332

Secretary (Atlanta)



Reply to: job-1051199395@craigslist.org [Errors when replying to ads?]
Date: 2009-02-26, 8:42AM EST


Seeking a full time secretary for ATI Computer Service. Our once small business has grown steadily over the past year; therefore we are in need of administrative support. You will be responsible for scheduling/managing appointments, ordering computer supplies and keeping track of payroll for our executives. We do not require extensive computer knowledge, just basic Microsoft Office skills. 

ABS is a staffing company hiring for this position only. 

	
	

	
	


· Location: Atlanta 

· Compensation: $14-16 hourly 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1051199395

Administrative Assistant (Carrollton, Georgia)



Reply to: job-1050934845@craigslist.org [Errors when replying to ads?]
Date: 2009-02-25, 10:27PM EST


Administrative assistant for law firm. Applicant must have superb computer and typing skills and be proficient with Microsoft Word. Hours include 8:30 to 5:00, Monday through Friday. Hours may increase per day depending on work load. Applicant must be detail oriented and have excellent interpersonal skills in dealing with clients. 

Please email all inquiries to adminasst12@gmail.com 

	
	

	
	


· Location: Carrollton, Georgia 

· Compensation: $8.00 per hour 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1050934845

Office Manager Wanted for Small Machinery Moving Co. (Fayette County Area)



Reply to: job-1050435988@craigslist.org [Errors when replying to ads?]
Date: 2009-02-25, 4:24PM EST


We are a small machinery moving company, in Fayette County, looking for an office manager. 

Responsibilities include: 
- Manage office, front desk, and attend to all incoming calls 
- Calendar Management 
- Basic Accounting 
- Payroll processing 
- Expense reporting 
- Mail processing 
- Filing 
- Data entry 

Job Requirements: 
Previous experience as office manager a must. 

Please email your resume to us if you think you are the perfect candidate for this job. 

	
	

	
	


· Location: Fayette County Area 

· Compensation: Salary to commiserate with experience. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1050435988

Receptionist



Reply to: jamesreesehr@gmail.com [Errors when replying to ads?]
Date: 2009-02-25, 4:24PM EST


We are seeking an experienced Receptionist who will be the first impression for our member's and guests. Your smiling face, friendly voice and helpful attitude is needed to ensure the best environment created towards the public's contact with our company. 

Job Responsibilities Include: 

- Friendly personality and positive attitude 
- Answer multi-line phone system 
- Greet members and guests 
- Electronically check-in members 
- Direct calls or take detailed messages 
- Enforce compliance regarding guest policy 
- Greet Open House guests 

Requirements 

- Friendly personality and positive attitude 
- Clear and pleasant speaking voice 
- Excellent customer service and communication skills 
- Outstanding computer skills 
- Ability to multitask 
- Professional appearance 
- Ability to work a flexible schedule, including evenings and/or weekends 

If you are interested send an email to jamesreesehr@gmail.com 

	
	

	
	


· Compensation: $12-14 per hour 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1050435829

Assistant Manager-Property Management (Decatur GA)



Reply to: job-1050331587@craigslist.org [Errors when replying to ads?]
Date: 2009-02-25, 3:22PM EST


Looking to fill an assistant manager's position with a section 8 property in Decatur GA. Must have two (2) years assistant manager experience in property management with section 8 experience. Please email resume to the job number listed. 
Responsible for operations and management of rental payments from tenants. Maintains property files and assists in daily operations of the property 
Responsibilities and duties 
•Collect monthly rent, post rent daily, bank deposits, copy checks 
•Achieve zero delinquents each month 
•Prepare late notices and resident notification letters in a timely manner 
•Type and file maintenance requests 
•Assist in leasing 
•Prepare management reports 
•Represent the property manager during their absence 
•Prepare and send purchase order requests 
•Prepare market surveys 
•Uphold and execute all company policies 
Leasing Agent 

	
	

	
	


· Location: Decatur GA 

· Compensation: We offer a competitive salary and benefits in a positive work environment- we are an equal opportunity employer. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1050331587

Part time now, full time later? (Lawrenceville)



Reply to: job-1050163340@craigslist.org [Errors when replying to ads?]
Date: 2009-02-25, 1:46PM EST


Growing Real Estate Title Search company in Gwinnett seeks a flexible individual for part time office work. You must be detail oriented, have a sense of urgency, and be a very accurate typist. Good computer skills are a must. Job entails answering phone calls from clients and vendors, scanning, emailing and faxing documents, and data entry. The ideal candidate will begin with a 2pm to 6pm schedule Monday through Friday, and be open to the possibility of full time work as needed or at a future date, as business warrants. A minimum of a high school diploma is required. A background in the legal, mortgage, or real estate industry is a plus. We offer a relaxed but professional work environment and a starting wage of $10 per hour. 

	
	

	
	


· Location: Lawrenceville 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1050163340

Admin/Sales Professional



Reply to: job-1049947958@craigslist.org [Errors when replying to ads?]
Date: 2009-02-25, 11:44AM EST


New CPA firm looking for a contract person to assist with making sales phone calls and setting appointments. This person will also go on sales calls and handle other administrative duties as necessary. This position will pay $10.00 per hour plus a bonus for each new client. While this is a contract position, it could lead to a permanent full-time position at a much higher annual salary. 

The essentials of the position are as follows: 

* Must have a professional appearance. 
* Must have general business knowledge. 
* Must understand computers and the internet. 
* Must be willing to spend several hours a day on the phone selling accounting services and setting appointments. 
* Must be willing to work the hours necessary to get the job done. 
* Must have strong written and verbal communication skills. 
* Must be able to represent company at out of town trade shows. 

Additional skills desired: 

* Excel 
* Power Point 
* Scanning, converting PDF files, creating PDF files 
* Proof reading 
* Pleasant personality 

Note: This could lead to a key role within this new company as the company continues to grow. 

	
	

	
	


· Compensation: Contract position starting at $10 per hour plus bonus. 

· This is a contract job. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1049947958

Part time Admin needed (Doraville, GA)



Reply to: job-1049818774@craigslist.org [Errors when replying to ads?]
Date: 2009-02-25, 10:23AM EST


Part time administrative assistant needed for property management & carpet sales company. Hours are from 12-5:30pm, Monday-Friday. 

Duties include answering the phone, setting appointments, internet research, dealing with customers, handling the mail, sending faxes, checking email, filing, etc. Some errand running may be needed. 

Requirements - 
Familiarity with Microsoft Word & Excel 
You must be reliable and dependable 
Good organizational skills 
Multitasking is a must - you will have several different people giving you things to do 
Positive attitude 

Previous office experience preferred. 

Please email a cover letter and resume - if you send an email without both a cover letter and resume, you will not be considered for the job. 

	
	

	
	


· Location: Doraville, GA 

· Compensation: $9-10/hour 

· This is a part-time job. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1049818774

Office / Administrative Assistant / Customer Service (Kennesaw)



Reply to: see below 
Date: 2009-02-25, 8:44AM EST


Successful and growing Group Employee Benefits (Health/Dental/Life/Disability) Insurance Agency seeks energetic, intelligent and pleasant Customer Service Representative/Administrative Specialist. Experience is preferred but we will train the right person with the necessary aptitude and attitude. Duties include: eligibility management & tracking, claims assistance, census preparation, enrollment spread-sheeting and interface with client groups' HR departments and individual employees. Correct spelling, proper written English and basic arithmetic (add, subtract, divide and apply percentages) are a must and solid knowledge of "Excel" and "Word" is essential. The right candidate will possess high standards of integrity and ethics, is detail oriented, capable of working with others in a collegial team environment. We are located on the first floor of a Class A office building near Town Center Mall. 

	
	

	
	


· Location: Kennesaw 

· Compensation: Salary will be commensurate with experience 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1049709214

Receptionist (Atlanta)



Reply to: job-1049697461@craigslist.org [Errors when replying to ads?]
Date: 2009-02-25, 8:29AM EST


Seidel Insurance agency is looking for a full time receptionist for our Atlanta office. Must have excellent telephone and listening skills, have a professional attitude, organized, and work well within a team. You will also be required to multi-task and produce reports under strict deadlines. Previous secretarial experience is recommended but not required. 

ABS is a staffing company hiring this position only. 

	
	

	
	


· Location: Atlanta 

· Compensation: $34-37k yearly 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1049697461

Executive Assistant (Marietta, Ga)



Reply to: job-1049250694@craigslist.org [Errors when replying to ads?]
Date: 2009-02-24, 8:11PM EST


Stealth Security Services is looking for a Executive Assistant that can handle many job duties. We are looking for a professional person to assist the Vice President of the company. Many duties include answering incoming calls, bookkeeping, customer service, using microsoft to input purchase orders,marketing, handling sales calls, organizing trade show events and marketing follow up. Must be proficient at mult-tasking and pay close attention to details. We are a technology company so computer skills are a must. We utulize many computer applications ( Photoshop, Quickbooks, Microsoft accounting, Excel, Corel Draw, Microsoft Office, Server 2003, Outlook). Experience in the security field would be an excellent advantage. 

We are a Christian based company and offer a pleasent work envoirmment for the right individual. We are also feeling the crunch of the economy. The salary will grow as the person grows in their responsibilites and helps the company excel. Must be willing to committ to long hours. 

	
	

	
	


· Location: Marietta, Ga 

· Compensation: 20K to 26K per year plus benefits 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1049250694

Secretary/Administrative Assistance (Marietta, GA )



Reply to: job-1049159349@craigslist.org [Errors when replying to ads?]
Date: 2009-02-24, 7:05PM EST


A real estate company is looking for a full time receptionist in our Marietta office. Must have excellent telephone and listening skills, have a professional attitude, strong work ethic, be organized and motivated and work well within a team. Previous administrative experience is recommended but not required. MLS experience VERY helpful. 
Please send resume. 

	
	

	
	


· Location: Marietta, GA 

· Compensation: $10/hour 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1049159349

Family Law Firm Seeks Secretary (30339)



Reply to: job-1048687272@craigslist.org [Errors when replying to ads?]
Date: 2009-02-24, 2:11PM EST


Busy Family Law practioner seeks skilled, reliable, organized secretary with a high attention to detail. Employment terms negotiable. 

Office hours are 8:30 a.m. - 5:00 p.m. Monday - Friday. 

Please include salary requirements with your resume. Any resumes received that do not include salary requirements will not be considered. 

	
	

	
	


· Location: 30339 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1048687272

Recruiter/Office Manager (Roswell)



Reply to: job-1048289073@craigslist.org [Errors when replying to ads?]
Date: 2009-02-24, 10:23AM EST


Swimming Pool Company is currently hiring for two positions; Office Manager & Recruiter. Both positions are full time. We are looking for individuals that are female, highly attractive, professional, have a great attitude, work ethic and are detail orientated. 

Must attach a resume & photo with your email. 

Job duties include, but not limited to: 
-answer & direct phone calls 
-proficient with computers 
-great interpersonal skills 
-able to multitask 

	
	

	
	


· Location: Roswell 

· Compensation: Based on experience 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1048289073

Administrative Assistant (Calhoun, GA)



Reply to: job-1048162726@craigslist.org [Errors when replying to ads?]
Date: 2009-02-24, 8:26AM EST


Administrative Assistant - 1st Shift position for local manufacturing company! Qualified candidates will have a 4-year degree, a minimum of 1 year experience in Human Resources or related administrative field, organizational skills, communication skills, data entry skills; must be proficient in Microsoft Excel, Word, PowerPoint, Access and be willing to learn! Criminal background check and drug screen required. Pay up to $17.00/hr, DOE. Send resume today to scopeland@optimumstaffing.net. 

	
	

	
	


· Location: Calhoun, GA 

· Compensation: Pay up to $17.00/hr, DOE 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1048162726

Data Entry - Will Train (Atlanta, GA)



Reply to: job-1048048115@craigslist.org [Errors when replying to ads?]
Date: 2009-02-24, 2:12AM EST


	Job Status:
Full Time Part Time Hourly 

Job Shift:
Day Evening Night 

Industry:
Healthcare - Other

Job Category:
Administrative / General Office

Career Level:
Entry Level

Education Level:
High School

Pay Range:
$41-60K

Job Location:
Atlanta, GA 30301

	Data Entry - Will Train

Company: Confidential
Location: Atlanta, GA
To Apply: http://www.atlantagajobstoday.com/jobs/view/details/RU7T60A 

Description:
Work at Home!!!

We are looking for talented clerical and office professionals to do data entry. These opportunities are full and part-time. If interested, please forward a resume for immediate consideration. $15 per hour.

Ideal applicants will maintain database by entering new and updated customer and account information.

Relevant experience is required. MS major software package familiarity is preferred. Qualified candidates must also be able to use MS Word software program.

Requirements:
MS Word

Apply Now:
http://www.atlantagajobstoday.com/jobs/view/details/RU7T60A 



	


	
	

	
	


· Location: Atlanta, GA 

· Compensation: $41-60K 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1048048115

Executive Assistant (Atlanta, Ga)



Reply to: job-1047587214@craigslist.org [Errors when replying to ads?]
Date: 2009-02-23, 6:47PM EST


Executive Assistant: 
This position is responsible for handling a variety of tasks involving independent judgment, tact and diplomacy as well as a high degree of confidential information. Individual will interact with employees at all levels of the organization, industry leaders, government officials and customers. An in-depth knowledge of Corporate policy and organization as well as sound business principles is required. 

Essential Duties and Responsibilities 

Provides assistance to the President and CEO, COO and CFO. 

Schedules appointments, maintains calendars, arranges meetings, makes travel arrangements and prepares itineraries arranging for catering service and equipment as necessary. 

Ability to handle confidential correspondence in a discreet and professional manner. 

Handle, with appropriate judgment, various matters to minimize the effect of the absences of Executive staff. 

Develop, coordinate and maintain effective office procedures and efficient work flow for the Executive Department. 

Create, edit and generate reports and presentations. 

Maintain appropriate contact with division offices with regard to meetings and reports. 

Performs clerical functions including composing and typing letters, memos and faxes; opening, distributing and processing mail as appropriate; preparing reports as necessary; filing; preparing monthly expense reports; and answering telephone during supervisor’s absence handling calls as appropriate. 

Required Education/Experience 
Associate’s Degree in Business Management or equivalent field of study and 8 - 10 years equivalent work experience as an Executive Assistant to Senior-level management. 
Thorough knowledge of executive office procedures. 
Intermediate level proficiency in Microsoft Office including Excel, PowerPoint, Word, Outlook and pdf file conversions. 
Ability to handle confidential information in a discreet and professional manner. 
Strong interpersonal and organizational skills are essential. 
Experience in business writing. 
Excellent verbal skills and the ability to ensure adequate communication with individuals at all levels, both inside and outsides the organization, in a professional, courteous and informative manner. 

	
	

	
	


· Location: Atlanta, Ga 

· Compensation: $50-60 depending on experience 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1047587214

Admin/Account Manager (Alpharetta)



Reply to: job-1047153775@craigslist.org [Errors when replying to ads?]
Date: 2009-02-23, 2:33PM EST


Health and Life Insurance Agency (Sales organization) 

PLEASE DO NOT RESPOND TO THIS AD IF YOU HAVE NOT WORKED IN THE HEALTH AND LIFE INSURANCE INDUSTRY. EXPERIENCE IN DOCTOR'S OFFICE O.K. 

Skills Needed: 
Professional appearance and exceptional administrative experience (minimum 2 years, 4 years preferred) 
Excellent computer skills in all Microsoft programs, most especially Excel and Word 
Pleasing and polite personality with superior customer service skills 
Ability to role with changes and gets excited by change 
Ability to interact with clients directly in a friendly and professional demeanor 
Superior writing and communication skills needed 
Executive support 
Well organized, flexible and enjoys a fast paced enviroment 
Time and project management skills 
Proactive problems solving skills a must 
This position is admin to start and will grow into Account Management position DOE 
Ability to follow rules and policies 
Assist President with preparation of presentation materials, if qualified will be trained for presenting materials and proposals 
Manage mutltiple projects simultaneously, and follow through on issues in a timely manner 
Assist President in organizing and prioritizing projects with reminders, excellent time management 
High level of professionalism and confidentiality required 
Attention to detail required 
Selft motivated 
Highly confidential industry, all levels of background checks will be done 
Mature 
Service administration, will work on resolving claim issues,enrollment issues, billing review 



Preferred but not required: 
Already hold a health and life licenses 
Willing to grow into position of Account Manager 
Sales experience a plus 
ACT database management (this would be an extra plus if you already know this system) 
Ability to perform enrollment meetings with employer groups 


Everyone in the agency does every job without complaint, regardless of what it is, so if you only want to do certain things, this is not the job for you. This is not an accounting position so please don't respond if that is the type of job you want. 

Benefits: Medical, dental, life and LTD provided after probationary period with employer contribution 

ONCE AGAIN DO NOT REPLY TO THIS AD IF YOU HAVE NO EXPERIENCE WITH HEALTH OR LIFE INSURANCE. EXPERIENCE IN A DOCTORS OFFICE WITH INSURANCE IS O.K. LIFE EXPERIENCE WILL BE TAKEN INTO CONSIDERATION 


	
	

	
	


· Location: Alpharetta 

· Compensation: $11 to $14 an hour DOE 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1047153775

Office help Fire Protection (Cherokee County)



Reply to: job-1047083760@craigslist.org [Errors when replying to ads?]
Date: 2009-02-23, 1:57PM EST


We are a fire protection company in cherokee county. We are looking to fill a position in our office. We would like experience in fire sprinkler and or fire alarms.We also need strong computer skills. Job Requirements: Manage daily calendars for outside techs, schedule jobs with customers, issue quotes and place orders, pull permits, type letters, assist with customer service. These are the main but not only duties. If you are interested please send me your resume. Thank You. 

	
	

	
	


· Location: Cherokee County 

· Compensation: The pay for this job will be from $30k-$42k depending 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1047083760

Lawn Care Company has an Office Administrative position Available (LAWRENCEVILLE)



Reply to: job-1046623046@craigslist.org [Errors when replying to ads?]
Date: 2009-02-23, 9:36AM EST


We are based in Lawrenceville and currently have an opening in our Commercial accounts division. We are looking for someone who is well organized, has customer service skills, and has some experience with working in fast pace environment. Must be able to work Mon- Fri 9.00- 6.00. E-mail resume to michaeljhansen2004@yahoo.com or fax resume to 770-513-9451 

	
	

	
	


· Location: LAWRENCEVILLE 

· Compensation: We offer Medical Benefits, 401k a Paid vacation and sick days. Starting pay is 10-12 an hour based on experience. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1046623046

Receptionist (Atlanta)



Reply to: job-1046572351@craigslist.org [Errors when replying to ads?]
Date: 2009-02-23, 8:48AM EST


Seidel Insurance agency is looking for a full time receptionist for our Atlanta office. Must have excellent telephone and listening skills, have a professional attitude, organized, and work well within a team. You will also be required to multi-task and produce reports under strict deadlines. Previous secretarial experience is recommended but not required. 

ABS is a staffing company hiring this position only. 

	
	

	
	


· Location: Atlanta 

· Compensation: $34-37k annually 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1046572351

Customer services (Chamblee)



Reply to: job-1054782625@craigslist.org [Errors when replying to ads?]
Date: 2009-02-28, 6:34PM EST


IMPORTANT COMPANY IN GLASS AND WINDOWS INDUSTRY IS LOOKING FOR A BILINGUAL (INGLES-ESPAÑOL) INSIDE SALES/DISPATCHER PERSON WITH 1 YEAR MINIMUM EXPERIENCE IN CUSTOMER SERVICE , ABLE TO WORK UNDER PRESSURE AND ANSWER MULTILINES TELEPHONE . 
WE ARE LOOKING FOR A QUICK LERNER, SMART AND CAPABLE OF RESOLVING CUSTOMER ISSUES. INTERESTED APPLICANTS PLEASE SEND RESUME TO: abcglassinc@hotmail.com 

	
	

	
	


· Location: Chamblee 

· Telecommuting is ok. 

· OK to highlight this job opening for persons with disabilities 

· OK for recruiters to contact this job poster. 

· Phone calls about this job are ok. 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1054782625

Hotel Front Desk (Conyers)



Reply to: job-1054653667@craigslist.org [Errors when replying to ads?]
Date: 2009-02-28, 4:47PM EST


Best apportunity for people needing a place to live as well as a job. Work as Front Desk Attendant at the Hotel and stay at the Hotel in exchange for 32 hours/Wk of work. Additional work hours paid at competitive hourly rate. 

Must have experience as Hotel Front Desk or Hotel Sales. Second best may be direct customer contact type sales experince. if interested please e-mail me list of your skills and work experience. Please include your phone number for initial phone interview. 

	
	

	
	


· Location: Conyers 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1054653667

Customer Service / Sales Rep Immediate Position - FT (Kennesaw)



Reply to: job-1054160590@craigslist.org [Errors when replying to ads?]
Date: 2009-02-28, 11:12AM EST


Immediate full time customer service position in Kennesaw. 

Candidate must have experience as a customer service rep as interaction with our customers is very important. Position will include handling inbound calls, providing product information, order status, order processing, and other related office duties. 

Compensation is a combination of a high base hourly rate plus incentive commision. 

Please email us your resume. 


	
	

	
	


· Location: Kennesaw 

· Compensation: $13-$16 hourly 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1054160590

Federal & State Part or Full Time Work (Ga )



Reply to: job-1053867520@craigslist.org [Errors when replying to ads?]
Date: 2009-02-28, 2:05AM EST


Go To The Web Site.............. Https://WWW.NEWGOVERNMENTJOBS.COM 


FEDERAL AND STATE GOVERNMENT JOBS 

Earn $12-$48 Per Hour 
• Full Medical and Dental Benefits 
• Paid Training 
• Job Security 
• Career Positions 

GO TO WEB SITE..........HTTPS://WWW.MYGJOBS.COM 

email this posting to a friend atlanta craigslist > customer service jobs 

please flag with care: 


miscategorized 
prohibited 
spam/overpost 
best of craigslist 

Avoid scams and fraud by dealing locally! Beware any deal involving Western Union, Moneygram, wire transfer, cashier check, money order, shipping, escrow, or any promise of transaction protection/certification/guarantee. More info
Customer Service Representative $10.00-$12.00 hrly (Lawrenceville)



Reply to: optecusa1@yahoo.com [Errors when replying to ads?]
Date: 2009-02-25, 2:41PM EST


Fast growing medical manufacture seeking a professional and detail oriented individual to work within a fast paced environment. Ideal candidate should be bilingual and able to work well under pressure while maintaining a positive team player attitude. Previous experience in customer service and shipping is preferred, however training will be provided. HOURS Monday - Friday 11:30am to 8:30pm NO WEEKENDS! Please send resumes to Optecusa1@yahoo.com 

	
	

	
	


· Location: Lawrenceville 

· Compensation: $10.00 - $12.00 hourly (depending on experience) 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1050260244

Internet retailer seeks top notch CSR (Atlanta)



Reply to: job-1049346773@craigslist.org [Errors when replying to ads?]
Date: 2009-02-24, 9:25PM EST


Do you have an out-going personality? 
Do you pride yourself on having great communication skills (especially through email and telephone)? 
Do you enjoy, and live by the idea of exceptional customer service? 

If so, then an Atlanta-based internet-based company, has a job for you. We are looking for a customer service representative who loves their work. We sell adult toys geared towards the gay community. All of our sales are internet-based, so interaction with our customers is through email and the telephone. 

If you are gay, or comfortable working around gay adult toys, and enjoy communicating with a gay audience, please send us your resume. We are looking to hire immediately. Starting salary is $9/hr. We are a small company with a very casual and fun working environment. 

	
	

	
	


· Location: Atlanta 

· Compensation: $9/hr 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1049346773

****100 New Openings****



Reply to: see below 
Date: 2009-02-24, 11:40AM EST


FULL & PART TIME WORK 





MAKE GREAT MONEY AND GET GREAT EXPERIENCE FOR YOUR RESUME AND 

HAVE FUN DOING IT! 


200 locations nationwide. 

Customer Sales and Service with great starting pay 
Rapid Advancement Opportunities 

Ideal for College Students and recent HS Grads 

Part time, full time and Summer positions available 


Flexible work schedules 

Scholarships and internships with over 400 colleges nationwide 

No Experience Necessary 

All Ages 17+, Conditions Apply 

Must be neat in appearance and enjoy working with the public 

Good communication skills a must 



PLEASE CALL OUR NEAREST LOCATION TO YOU FOR MORE DETAILS. 
OR APPLY ON LINE AT www.earnparttime.com 


COBB, CHEROKEE, NW ATLANTA , PAULDING, CALL…. 

770-955-4448 

DULUTH , GWINNETT, NORTH DEKALB, NE ATLANTA, GAINESVILLE, HALL, 

CALL… 

770-409-1670 

FAYETTE COUNTY, COWETA, CLAYTON, SPALDING, HENRY, SOUTH ATLANTA, 

CALL… 

770-716-4100 

	
	

	
	


· This is a part-time job. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1048413787

Customer Service Associate - Full/Part Time Needed - $8-12/Hour (Suwanee, Gwinnett County)



Reply to: job-1050414063@craigslist.org [Errors when replying to ads?]
Date: 2009-02-25, 4:11PM EST


We are currently hiring eBay Customer Service Associates for our local warehouse location in Suwanee. We are a high volume discount eBay Titanium PowerSeller. MightyBigDeals sells name brand products through eBay auctions with starting prices of 99 cents. This job requires excellent customer service and computer skills. Job duties include: providing phone and e-mail support to customers; scheduling and processing customer orders; and successfully negotiating customer service claims. Experience is preferred, but not required. This is an entry-level position, and training is provided. This is a fun and interesting job with a good work atmosphere. Part-time and full-time positions are available paying between $8 and $12 per hour (starting), depending upon experience. These are not work-from-home positions. Respond by telling us about yourself, including a short bio, along with your qualifications, experience, education, and skills. Please include "Job Code: CSA" in the subject line of your e-mail reply. Responses are automatically sorted, and will not be considered without the job code in the subject line. 

	
	

	
	


· Location: Suwanee, Gwinnett County 

· Compensation: Between $8 and $12 per hour (starting), depending upon experience. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1050414063

Front Office Position (Marietta)



Reply to: job-1046690023@craigslist.org [Errors when replying to ads?]
Date: 2009-02-23, 10:25AM EST


Position in thriving medical practice in Marietta. Looking for customer-service oriented mult-tasker to answer phones, greet patients, perform check-in and check-out activities, verify insurance, post payments and generally assist providers in a busy psychiatry practice. Experience in the mental health field a plus. Could grow into full-time position. 

	
	

	
	


· Location: Marietta 

· Compensation: $13/hr 

· This is a part-time job. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1046690023

PART-TIME RECEPTIONIST (Midtown Atlanta)



Reply to: see below 
Date: 2009-02-23, 6:29PM EST


Part-Time Receptionist Position: an opportunity at a chiropractic practice located in Midtown Atlanta. Looking for a customer-service oriented “people person”… Duties include: answer phones, greet patients, perform check-in and check-out activities, verify insurance, post payments and generally assist in daily office activities at the practice. 

Days/Hours (currently required) 
Mondays: 9:00am to 7:00pm 
Wednesdays: 9:00am to 7:00pm 

This position has the ability to grow into additional days/hours as the practice continues to grow. Join a successful, team oriented practice. 

Taking immediate interviews for this opportunity … each applicant must complete both of the following: 1) fax a resume to 404-935-0997 and 2) call 770-217-7389 and follow voicemail directions. Practice located at 931 Monroe Dr. Atlanta, GA 30308. 

	
	

	
	


· Location: Midtown Atlanta 

· Compensation: $10/Hour 

· This is a part-time job. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1047559484

Chiropractic Front Desk Manager (Kennesaw)



Reply to: see below 
Date: 2009-02-26, 10:25AM EST


Busy Chiropractic office with multiple locations is seeking someone to join our team and run the front desk of our Kennesaw location. (I-75 & Wade Green) 

Ideal candidate will have Chiropractic exposure (previous work or as a patient), is a fun outgoing people person with a positive attitude who enjoys helping people. 

Hours are as follows: 

Monday: 9:00-1:00 & 3:00-6:00 
Wednesday: 9:00-1:00 & 3:00-6:00 
Friday: 9:00-1:00 & 3:00-6:00 
Saturday: 9:00-12:00 

Well qualified applicants should fax their cover letter and resume to : 770-423-9767 

	
	

	
	


· Location: Kennesaw 

· Compensation: $8.00-$10.00 to start. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1051307333

Medical Receptionist (Sandy Springs/Buckhead)



Reply to: job-1053341829@craigslist.org [Errors when replying to ads?]
Date: 2009-02-27, 5:03PM EST


Dermatology practice seeking a receptionist in Sandy Springs/Buckhead area. The job entails using EMR, discussing cosmetic products that we sell and discussing cosmetic procedures to patients. You must have excellent people and good computer skills. Excellent opportunity for an enthusiastic person wanting part-time hours. Part-time hours M-F 8:00-1:00PM. Please include a copy of your resume in the body of your e-mail. Salary and benefits commiserate with experience and skills. 

	
	

	
	


· Location: Sandy Springs/Buckhead 

· Compensation: commiserate with experience and skills 

· This is a part-time job. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1053341829

Property Manager for Mobile Home Park (South Atlanta Area)



Reply to: job-1031807512@craigslist.org [?]
Date: 2009-02-12, 11:41AM EST


We need a highly motivated individual or couple to manage a large mobile home park in metro Atlanta. Experience managing mobile home parks or apartments is a MUST. We need someone who . . . 

. . . can increase occupancy and retain residents 

. . . can really work collections and be tough with residents who 
don’t pay 

. . . can create a sense of community among the residents 

. . . can be tough with residents who do not honor the rules and 
regulations. 

. . . can manage staff effectively 

. . . can provide leadership to staff and residents 

. . . can think “outside the box” 

. . . can communicate well 

. . . has good computer skills which include internet research, email, 
Word, Excel 

. . . has experience working with government agencies (evictions, 
codes, titles) 

. . . is dependable, honest and hardworking 

. . . is self-motivated 

. . . will do what it takes to get the job done 

Only candidates with mobile home park or apartment management experience will be considered. If you meet these qualifications, please email your resume, cover letter and salary requirements to hr@brooksideparks.com. Please send documents in MS Word version 2003 or earlier. 

	
	

	
	


· Location: South Atlanta Area 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1031807512

Business Office Manager

UHS - Anchor Hospital Apply Now >>

http://www.careerbuilder.com/JobSeeker/Jobs/JobDetails.aspx?ipath=EXIND&siteid=cbindeed&Job_DID=J3I6966GVL06JSHP140&cbRecursionCnt=1&cbsid=b13e6cbd01cf4bb9bb81a00d5548702d-289241238-R9-4
Facility:  Anchor Hospital 

Department:  Business Office 

Function:  Business Office 

Job Type:  Full-Time 

Job Description:  To support the financial goals and objectives through effective daily management of financial data, admissions and data processing procedures, and collections; seeking high energy individual with 3 to 5 years of hands on experience directing Business Office functions from Admissions through Bad Debt placement; position will support the facilities goals and objectives through effective daily management of admissions, data processing, billing, financial counseling,cash collections, denials management, bad debt placement and other tasks required to ensure that accounts receivables are properly stated at all times; excellent documentation skills are a must; Individual must lead by example and deliver excellent customer service with internal and externalcustomers; the selected individual will possess the ability to interview, hire, train and supervise staff in a manner which will result in peek performance from the team; p osition will work closely with the CFO and other key members of the Facility and Corporate team. 

Requirements 

Minimum Bachelor’s degree in related field or equivalent combined education and experience 

Facility Information:  Anchor Hospital is a 101 bed specialty treatment facility located two and one-half miles from Atlanta's Hartsfield-Jackson International Airport. Fully licensed by the State of Georgia and accredited by JCAHO, Anchor Hospital has been providing accessible quality behavioral health care since 1986.

	
	

	
	


· Location: Ga 

· OK to highlight this job opening for persons with disabilities 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1053867520

Administrative Assistant - Atlanta- $14/$16

The Mahone Group, Inc
Job Snapshot 
Location: 

Atlanta, GA 30301 ( 
Map it
 ) 
Base Pay: 

$14.00 - $16.00 /Hour

Employee Type: 

Full-Time Employee

Industry: 

Not for Profit - Charitable
Healthcare - Health Services

Manages Others: 

No

Job Type: 

Admin - Clerical
Other

Experience: 

Not Specified

Posted: 

2/27/2009

Description 
NOTE: WE WILL ONLY ACCEPT YOUR APPLICATION IF YOU SELECT "APPLY NOW". 

THIS WILL LINK YOU TO OUR SIMPLE ONLINE APPLICATION. 

CAREER BUILDER APPLICATIONS WILL NOT BE REVIEWED.  THANK YOU! 
 

Position:  Administrative Assistant
Location:  Atlanta
Salary:  $14/$16hr
  

Temp-to-Hire Opportunity
  

The Mahone Group a leading provider of talent and staffing services has a temp to hire opportunity for one of our long-term clients located in downtown Atlanta.

 

This is an administrative assistant that reports to a VP and is responsible for supervising the performance of internal activities of the field offices to guarantee effective and efficient day-to-day operations.  

 

Job Duties: 
  

· Manages office functions to ensure successful completion of all assignments in a timely and efficient manner.  

· Responsible for correspondence to the affiliate and supervision of the Affiliate-owned building, furnishings and equipment. 

· Trains staff and monitor performance to maintain high levels of customer service to telephone and walk-in customers. 

· Plans, supports and monitors volunteer and staff meetings held inside and outside the office, including budgeting, food service, housing and transport. 

· Maintains and processes reports and check requests, forwarding them to Affiliate Office in a timely manner. 

· Handle the administrative details of the Direct Mail Program. 

· Handle the central office petty cash account.  Make bank deposits as needed. 

· Confer with exempt staff housed in the affiliate office to coordinate day-to-day activities. 

· Manage field information as requested. 

· Other duties as assigned/requested. 

Requirements 
· Minimum of 3-5 years experience as a administrative assistant 

· Strong customer service skills 

· Excellent oral and written skills 

· Must have the ability to work independently 

· Skills in community organization, fund-raising or public relations preferred 

· Advanced knowledge of Microsoft Word, Excel and PowerPoint 

· Bachelor’s degree (BA) from a four year college or university (preferred) 

· Excellent follow through skills 

· Must pass Background Check 

· Must pass Drug Screen 

· Must pass pre-employment tests 

· Must have solid work history with a minimum of 3 excellent work references 

 

For IMMEDIATE consideration please hit “Apply Now" and fill out Mahone’s simple 7-step online application in its entirety.  http://www.mahonegroup.com/    Thank you!

CLERK II




 HYPERLINK "http://www.georgiajobnetwork.com/apply.asp?pagemode=4&jid=1675745" 
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	Company:
 
	Grady Health System
Company Profile | Current Opportunities (140)

	Job Location(s):
	Atlanta

	Employment Term:
	Regular

	Employment Type
	Full Time

	Start Date:
	As soon as possible

	Starting Salary Range:
	Not Provided[image: image4.wmf]

1



	Related Categories:
	Miscellaneous


Position Description
	CLERK II
	Grady Health System



	
	Details


	Location:

GA - Atlanta

Job Type:

Admin - Clerical
Customer Service

Base Pay:

N/A 

Required Education:

High School

Bonus:

Required Experience:

At least 1 year(s)

Other:

Required Travel:

Not Specified

Employee Type:

Full-Time Employee

Relocation Covered:

Not Specified

Industry

Healthcare - Health Services

Job ID:

7401


	Description


	Responsible for general clerical duties which include registering clinic patients, setting clinic appointments, answering the telephone, and directing flow of patients. Must maintain clinic files, operate computer and collect payments from patients. May be required to act in a supervisory role and rotate to any area/department. AIDS STATE GRANT (40 hrs./week; 7:45 am 4:15 pm / M-F). 


	Requirements


	H.S. Diploma / GED; one year experience as a Clerk I. Previous rating must be above average or excellent on departments evaluation. Must be mature, flexible and have the ability to work independently. Ability to follow oral/written instructions; ability to keep accurate records. Knowledge of SMS required. 
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SECRETARY II POSITION #: 7456

The Secretary II is responsible for organizing and maintaining office support systems necessary for the Department. Coordinates the personal computer network in collaboration with Information Systems. Maintains the schedule and files for the Department Director and provides primary assistance for the Director and others as assigned. Delegates tasks as needed to other secretarial or clerical staff to assure that department documentation is sustained as directed and that communication is maximized among all clinical and administrative staff in the department. 

PATIENT CARE / QM&E (40 Hrs./Week; 8:00 am 5:00 pm/ M-F). 

Requirements

Two (2) years recent secretarial experience with demonstrated skills in typing and transcription using computer for word processing and spreadsheets. Experience in Healthcare setting preferred. High School Diploma or equivalent requested. Secretarial courses or Certificate preferred. Demonstrated typing skill at 60 wpm, proficiency in Microsoft Office including, but not limited to Excel, MS Publisher, Word, Access and other Spreadsheet Software. Able to instruct others in computer use. Excellent communication skills both verbally and in writing. Able to coordinate and facilitate complex projects. Proficient in use of office equipment. 



	
	

	
	


	





Administrative Assistant, Sr: Emory University

[image: image10.png]


Back | Similar jobs 

	Job ID

	JCM33436679A492GA79


	Company Name

	Emory University


	Job Category

	Clerical/Administrative


	Location

	Atlanta, GA


	Position Type

	Part-Time, Employee


	Experience

	Unspecified


	Desired Education Level

	Other


	Date Posted

	February 26, 2009



	
	View Emory University profile and job listings




Job Title Administrative Assistant, Sr 
Job Requisition ID 10181BR 
Division School Of Medicine 
Department U451013:SOM:ADMIN:Clinical Trials Ofc 
Full/Part Time Full-Time 
Regular/Temporary Regular 
Minimum Hourly $ 17.307692 
Midpoint Hourly $ 23.173077 
Minimum Annual $ 36000 
Midpoint Annual $ 48200 
Job Description JOB DESCRIPTION: With minimal supervision, provides administrative support for the Chair of an academic or basic research department or for an Assistant Vice President. Oversees office operations and ensures office activities comply with policies and procedures. Prepares or assists in the preparation of budgets, grant applications, proposals, status reports and financial statements. Develops and maintains spreadsheets. Initiates, processes and maintains records and invoices. Keeps manager informed of account status, authorizes expenditures and identifies cost effective alternatives. Maintains calendar, prepares daily schedule and prioritizes meeting requests for manager(s). Ensures manager is appropriately prepared for daily activities. Coordinates, attends, prepares materials for and/or takes minutes at meetings and special events. Prepares charts and graphs for reports and presentations. Reviews incoming correspondence and identifies items of special interest to manager or others. Screens items that can be routinely handled and prepares appropriate responses. Based on a knowledge of the manager's views, composes, edits and types correspondence, reports and manuscripts under minimal guidance. May take dictation or transcribe from a machine. Maintains various databases and/or spreadsheets. Sets up and organizes filing systems. Answers, screens and routes incoming telephone calls. May supervise or direct the work of other administrative clerical/secretarial employees. Oversees ordering and maintenance of office supplies and forms. May coordinate domestic or foreign travel arrangements. Performs related responsibilities as required. 
MINIMUM QUALIFICATIONS: A high school diploma or equivalent. and six years of secretarial or administrative support experience, OR a bachelor's degree and one year of experience. Proficient with word processing, spreadsheet, and presentation software applications. 
DATE CREATED/MODIFIED/REVIEWED: 04/17/07 AMM 
This position involves: Not Applicable 

http://hotjobs.yahoo.com/job-JDJTRXN6I7R;_ylc=X3oDMTEwc2szcjhqBF9TAzM5NjUxMDMzNQRjYXQDQURNBHBjb2RlAzUwNTg0?source=partner&scode=50584
Property Clerk

The Salvation Army, a Georgia Corporation 

Job Snapshot 
Location: 

1424 Northeast Expressway
Atlanta, GA 30329 ( 
Map it
 ) 
Employee Type: 

Full-Time Employee

Industry: 

Not for Profit - Charitable
Retail
Real Estate - Property Mgt

Manages Others: 

No

Job Type: 

Admin - Clerical
Construction
Entry Level

Education: 

High School

Experience: 

Greater than 15 years

Travel: 

Negligible

Relocation Covered: 

No

Posted: 

2/26/2009

Contact Information 
Contact: 

Mark McAfee

Phone: 

404-728-6700 Ext 471

Description 
Property Clerk
 

Please provide your current or desired annual rate of compensation.  Failure to provide compensation information may result in your resume not being considered.  THIS IS AN ENTRY LEVEL POSITION.  
 

 

JOB SUMMARY:
 

Assist the Property Manager and/or Property Accountant in coordinating the review of property related documents (e.g. proposal, purchase, sales, leases and contracts), prepare and coordinate the property portion of the ARC Command Finance Board agenda, review and process all requests for payments (PD5), assist in problem resolution of property related matters with Center  locations.  Answer the phone for the Command.  Pick up, and distribute all incoming mail and process all outgoing mail for the Command on a daily basis.  

ESSENTIAL FUNCTIONS:   This should not be interpreted as all-inclusive.  It is intended to identify the essential functions and requirements of this position.  The incumbents may be requested to perform job-related responsibilities and tasks other than those stated below.
nswer Command phones, forward callers to the appropriate individuals, take messages and forward to the appropriate person.

Pick up, sort and distribute all Command incoming mail and process all Command outgoing mail on a daily basis.  

Assist in preparing property documentation for the Command Finance Board agenda.

Coordinate the resolution of missing documents/information by contacting the originator or researching files.

Prepares a bring-up file and follows up with other departments and/or Centers regarding outstanding ocumentation.  

 Reviews approved Command agenda’s with Property Manager and prepare transmittal letters to THQ and Centers, obtains signatures and ensures timely distribution of documents. 

 Review returned THQ property documents, prepare, and distribute appropriate transmittal letters.

 Make copies of documents as needed.

 Maintain property files in a clean and organized manner.

 Cross-train to fill in for the Property Accountant.  

 Maintain a positive work atmosphere by acting and communicating in a manner so that you get along with ustomers, clients, vendors, co-workers and management.  

OTHER RESPONSIBILITIES:

Perform other job-related responsibilities and tasks for ARC management personnel.  

MATERIALS AND EQUIPMENT USED:
Computer                     Fax Machine 

Telephone                    Other General Office Equipment         

Please provide your current or desired annual rate of compensation.  Failure to provide compensation information may result in your resume not being considered.  THIS IS AN ENTRY LEVEL POSITION.  
Requirements 
roperty Clerk
 Please provide your current or desired annual rate of compensation.  Failure to provide compensation information may result in your resume not being considered.  THIS IS AN ENTRY LEVEL POSITION.  
 MINIMUM QUALIFICATIONS REQUIRED:
 EDUCATION AND EXPERIENCE:
 Some college with basic business and accounting courses, or any equivalent combination of training and experience which provides the required knowledge, skills, and abilities.  

 KNOWLEDGE, SKILLS AND ABILITIES:
 Knowledge of general office practices and procedures.  

 Ability to set priorities, analyze problems, make decisions based on policy and procedures.  

 Ability to effectively communicate with co-workers, THQ, Center personnel and outside vendors. 

 Ability to prepare and read basic financial spreadsheets.  

 Ability to prepare clear, and concise reports, correspondence, and other written materials.

 Ability to organize work, set priorities, meet critical deadlines, and following-up on outstanding issues with a minimum of direction.  

 Ability to utilize some discretion, exercise sound judgment, and make reasonable decisions to resolve problems.  

 Ability to build and maintain professional working relationships with employees in the Centers, developers, rchitects, contractors, vendors, THQ, and Command employees.  

Knowledge, skills and ability to successfully communicate, both verbally and in writing, in the English language.

Ability to read and comprehend manuals and written instructions.

bility to alphabetize, organize, and maintain various files.

Ability to process financial and other documents in compliance with established policies and procedures.

MENTAL AND PHYSICAL ABILITIES:
Ability to meet attendance requirements.

Ability to perform mathematical calculations.

Ability to type and keypunch information into a computer.

Ability to sort and file documents alphabetically and numerically.

Ability to operate general office equipment including a telephone, typewriter, computer and adding machine.

Ability to successfully work with a variety of personalities and people in a positive manner. 

Limited physical effort required associated with sitting, walking, standing, lifting, bending, reaching, twisting, pushing, pulling, and carrying light objects (less than 25 lbs.) 5-10% of work time.

Duties are usually performed seated. Sitting may be relieved by brief or occasional periods of standing or walking.

WORKING CONDITIONS:
Work is performed in a normal office environment where there are little or no physical discomforts associated with hanges in weather or discomforts associated with noise, dust, dirt, and the like.

All employees recognize that The Salvation Army is a church and agree that they will do nothing as an employee of The Salvation Army to undermine its religious mission. 
Please provide your current or desired annual rate of compensation.  Failure to provide compensation information may result in your resume not being considered.  THIS IS AN ENTRY LEVEL POSITION.  
Executive Assistant

http://www.careerbuilder.com/JobSeeker/Jobs/JobDetails.aspx?ipath=EXIND&siteid=cbindeed&Job_DID=J8E25S6QNDJ5WTRXP9Z
Location: 

Atlanta, GA 30301 ( 
Map it
 ) 
Base Pay: 

$75,000 - $85,000 /Year

Employee Type: 

Full-Time Employee

Industry: 

Other Great Industries

Manages Others: 

No

Job Type: 

Admin - Clerical

Education: 

4 Year Degree

Experience: 

5 to 10 years

Travel: 

None

Posted: 

2/26/2009

Contact Information 
Ref ID: 

3941123cb

Description Highly visible position supporting a top-level executive of a major international corporation. Polished, professional image, superior communication skills, strong organization ability and exceptional MS Office skills are essential. 

 

- Will coordinate business and civic activities.

- Pro-actively manage executives' calendars.

- Heavy calendaring and scheduling and arranging international and domestic travel arrangements.

- Extensive experience managing an executive's life. 

- Manage special projects.

 

For consideration forward resume to [Click Here to Email Your Resumé]


Requirements - 4 year degree 

- Minimum 5+ years experience - Smart, articulate and professional image.Key Words: Executive Assistant, Administrative

Multiple openings in Accounting / Banking, and Sales (Atlanta, GA)



Reply to: see below 
Date: 2009-02-23, 8:22PM EST


Accounting Manager for software company, Atlanta, GA to $80,000 year.

Financial Services Representative (Full-Time Teller), Fulton County - 32,000 year

A/R Clerk/Collector in Dunwoody area, Atlanta, GA to $30,000 year.

Account Specialist/Sales Support, Fulton County - $12.00 to $13.00 per hour.

Financial Analyst (investment/securities), Atlanta, GA to $70,000 year

Senior Accountant (CPA or parts preferred), Atlanta, GA to $75,000 year

Customer Service Representative (Teller)- Part Time, DeKalb County - $12.00 per hour.

Corporate Tax Senior, Atlanta, GA to $75,000 year.

Corporate Tax Manager, Atlanta, GA to $110,000 year.

Printing Sales Executive, Norcross area, Salary based on experience.

Product Marketing Coordinator, Fulton County - $30,000 - $40,000 year.


We have several new openings posted daily, if you are interested 
Apply online at Georgia Job Hunter 
Real Jobs for Real People 

	
	

	
	


· Location: Atlanta, GA 

· Compensation: Listed above 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1047723471

Accounts/Admin-In Charge (Atlanta, GA 30345)



Reply to: hiring.accounts@gmail.com [Errors when replying to ads?]
Date: 2009-02-24, 12:50AM EST


Experienced IT firm looking for Accounts/Admin –Incharge candidate for our office at Atlanta, GA to work for Accounting related works. 

• Knowledge or Work experience in QuickBooks SW or any related Accounting package 
• Thorough Knowledge of processing of all A/P and A/R 
• To perform full cycle payroll functions using ADP for our employees. 
• To prepare and process all bookkeeping clients weekly, bi-weekly, and monthly payroll on ADP payroll systems 
• Minimum 1+ year of administrative experience in a professional office 
• Answers Telephone calls, responds to inquiries, transfers calls to appropriate staff 
• Strong computer and typing skills along with knowledge of MS Word , Excel, Internet Explorer, etc. 

Interested candidates please send your updated resume with contact details to schedule the technical interview. 

	
	

	
	


· Location: Atlanta, GA 30345 

· Compensation: Negotiable 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1048005998

Staff Accountant (Kennesaw, GA)



Reply to: job-1048547209@craigslist.org [Errors when replying to ads?]
Date: 2009-02-24, 12:53PM EST


DESCRIPTION 
Highly regarded and growing Atlanta based restaurant group seeking competent staff accountant to be based out of the Kennesaw area of north Atlanta. This position is responsible for accounting services for multiple locations, including but not limited to accounts payable, monthly sales tax returns, bank reconciliations, posting of sales and deposits, preparation of monthly financial statements, general ledger input, reconciliation of general ledger accounts, maintenance of chart of accounts & vendor information in Great Plains, renewal of business licenses and foodservice permits and preparation of 1099 forms. This position will assist in tax documentation, payroll entry, and consolidated financial statements on a monthly and yearly basis. This position reports to the Controller and acts as a back-up to this position. 

WORK ENVIRONMENT 
This position is located in an office environment located in a restaurant. The accounting department consists of the Controller and this Staff Accountant position. The ideal candidate will be a motivated self starter with the ability to set a pace that will meet weekly and monthly deadlines with minimal supervision. This position works with multiple locations and vendors, so strong communication & organizational skills are required. Typical work schedule is 8-5 weekdays, night and weekend work may be required at short notice if needed to meet deadlines. 

REQUIREMENTS 
5 years relevant experience required. 
College degree in accounting or related field preferred. 
Experience with Great Plains software is strongly preferred. 
Must have Excel experience 

	
	

	
	


· Location: Kennesaw, GA 

· Compensation: Salary range $42-$47, varies based on experience and education 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1048547209

Financial Services (Dekalb/Gwinett)



Reply to: wdwinningteam@gmail.com [Errors when replying to ads?]
Date: 2009-02-25, 4:10PM EST


Our company is expanding in the Atlanta area, and we are looking for individuals who are interested in financial services industry. 
The company is the largest financial services company in North America. We want people who are willing to be trained and lead others. 

We will be interviewing in the next couple of days so send your resume to the listed address and you will be hearing from us soon. 

	
	

	
	


· Location: Dekalb/Gwinett 

· Compensation: High Compensation Package 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1050412274

Payroll Specialist (Atlanta, GA)



Reply to: job-1051217801@craigslist.org [Errors when replying to ads?]
Date: 2009-02-26, 9:05AM EST


firstPRO is currently seeking experienced Payroll Specialists with at least three years experience. Ideal candidates will have experience with PayChex. The Payroll Specialist will be responsible for payroll for 200 employees on a bi-weekly basis. Payroll Specialists will also need to check the "time in a box" where people are clocking in, pull time from the box and make adjustments. This is a temp-perm position with a non-profit. 

If you are interested, please submit your resume TODAY. This is an immediate need. 

	
	

	
	


· Location: Atlanta, GA 

· Compensation: $16 per hour 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1051217801

Bookkeeper / Admin Asst (Buckhead)



Reply to: job-1051434048@craigslist.org [Errors when replying to ads?]
Date: 2009-02-26, 11:50AM EST


Take charge Bookkeeper (ace on QuickBooks Pro) and some administrative duties. Must be proficient in QuickBooks Pro and Word - some transcription necessary. A minimum of five years of hand-on experience with QuickBooks. 

If you live more than 30 minutes from Buckhead (Collier Road/Howell Mill Road area) - please do not apply. Must have "can do" attitude and willingness to get the job done. 

	
	

	
	


· Location: Buckhead 

· Compensation: $15/Hr 

· This is a part-time job. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1051434048

Loan Counselor - Mortgage Collector - Collections - Credit (McDonough)



Reply to: job-1051823141@craigslist.org [Errors when replying to ads?]
Date: 2009-02-26, 4:21PM EST


Description: 

Excellent direct hire opportunity with well established and growing mortgage company for Mortgage Collectors. Free parking, full benefits package, EEOC, exciting career opportunities, very competitive compensation, professional setting. 

SUMMARY 

Collection of all loans from 30 days past due to foreclosure process. Depending on experience we have 4 levels of Collectors (Jr., I, II and III). 

Place outbound calls and receive inbound calls from customers on defaulting accounts. Accurately maintains all related documents or database information in accordance with company policies and regulatory guidelines (state, federal, investor, VA & FHA). 



POSITIONS CURRENTLY AVAILABLE 

1- Loan Counselor I: 1 years of collections experience 

2- Loan Collector II : 2+ years of collections experience 

3- Loan Counselor III : 2+ years of MORTGAGE collections experience 



ESSENTIAL DUTIES AND RESPONSIBILITIES include the following: 

· Maintains accurate and detailed collection records on the RADAR collection system of telephone customer contacts to collect monies due on mortgage loans in foreclosure. 

· Responsible for gathering information from mortgagors pertaining to reasons for delinquencies, including financial analysis of their income, monthly obligations, dependants and any other information which would enable collections to make necessary decisions to help cure the delinquency. 

· Develops formal workout plans such as Repayment Plan Agreements, Stipulated Repayment Plan Agreements and Forbearance Plans to cure delinquency on loans in foreclosure. 

· Coordinates workout plans with foreclosure attorneys, ensuring the correct legal process is followed for each respective state to maintain maximum efficiency. 

· Counsels mortgagors on alternative programs (when workout plans are not viable options) that can be used to avoid foreclosure, such as deed in lieu of foreclosure, pre-foreclosure sales, loan modifications, partial claims (FHA loans) or selling of the property on a refinance or assumption basis. When applicable refers the account to the Loss Mitigation department. 



COMPENSATION: 

. Loan Counselor I-$15.25/hour monthly incentive ($400-$1200/month) 

· Loan Counselor II-$15.25/hour monthly incentive ($700-$1400/month) 

· Loan Counselor III-$15.25/hour monthly incentive ($1600-$4500/month) 



HOURS OF OPERATIONS: 

Positions will require flexibility to work Mon-Fri between 9am-9pm and part time Saturdays 2 weekends per month. 



Requirements 


· In addition to the related experience indicated above for each position, candidates MUST: 

· Show proof of education (minimum high school diploma required) 

· Pass credit check 

· Pass criminal background check 

· Provide 2-3 professional/verifiable references 

· Pass basic maths and grammar tests 

· Relevant experience as indicated above 



	
	

	
	


· Location: McDonough 

· Compensation: 15.25-15.75 per hour...Total Compensation vary from $35000 to $80000 based on position 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1051823141
Receptionist - $16.82/hour - Immediate Need!


R Bennett Enterprises Virtual Assistants 
Description:

JOB DETAILS:

Busy Financial Office seeks two receptionists. 

Responsibilities: 

* Receptionists responsible for all front desk duties 
* Manage high volume of telephone calls 
* Must be able to handle basic clerical duties, such as faxing, copying and ordering of supplies 
* Excellent communicative skills, both written and verbal 
* Must be able to interact with clients and vendors 
* Good sense of humor and the ability to multi-task. 
* This Front Desk Reception opportunity is looking for a polished, upbeat, and eager applicant. 

Skills: 

* Good working knowledge of Outlook and Excel 
* Ability to work under limited supervision 

Great Benefits and Great Working Environment! 

Please apply at applicant16@rbennettenterprises.com for immediate consideration in this position.

http://www.employmentguide.com/jobdetails.html?jobid=5379579&wt.mc_id=indsp&CAC-Indeed&attr=spon&zmc=Indeedsp
**Office/Administrative Assistant**

Atlanta Company seeks Office/ Administrative Assistant.  Ideal candidate will have 5+ years experience in an office environment.  Duties will include but are not limited to filing, faxing, data entry, and reception.  Candidate should be proficient in Microsoft Office Suite and type at least 45 wpm.  

 

Associates degree preferred but not required

jillianwagner@todays.com 

Todays Office Professionals

Location:

Atlanta, GA

Status:

Full Time, Employee

Job Category:

Administrative/[image: image13.png]


Clerical
Industry:

Other/[image: image14.png]


Not Classified
Occupations:

Administrative Support;General/[image: image15.png]


Other: Administrative/[image: image16.png]


Clerical
Industry:

Other/[image: image17.png]


Not Classified
Contact:

Jill Wagner

Phone:

4049424618

Email:

Apply by Email

Reference Code:

123456789

Outlet Manager','Outlet Manager

Apply to Job | Send to a Friend
Job Title
Outlet Manager','Outlet Manager
Job Details
City: Atlanta
State: Georgia
Country: USA
Zipcode: 
Company Name: Starwood Hotels
Employer Job code: 
Job Category: Travel/Hospitality/Restaurant
Salary Offered: 
Job Description
POSITION PURPOSE
Develop, implement and maintain quality standards for outlets, including supervision and direction of service staff.  Ensure excellent customer service.

http://www.ihispano.com/job/employer/8469/view/detail/results?utm_source=Indeed&utm_medium=organic&utm_campaign=Indeed
	Job Description 

	
	Job Title: 

Guest Service Agent - Towers (Full TIme) 

Job ID: 

23309 

Date Closed: 

02/23/2009 

Location: 

Georgia--Atlanta Metro


	Job Summary 

	
	Greets guests upon arriving to the Executive Lounge.  Sets up the Executive Evening Reception with Hors d' Oeuvres and Hilton Honors Bar.  Ensures guests are satisfied with their stay.  Prepares daily food and beverage orders.  Maintains the appearance of the Executive Lounge. 

	
	Additional Information 

	
	Must be flexible.

	Part of the Hilton Family 

	
	Travel Should Take You Places™ 

Hilton is the proud flagship brand of Hilton Hotels Corporation and the most recognized name in the global lodging industry. Conrad Hilton purchased his first hotel in Cisco, Texas back in 1919. Since that time we have grown to over 500 hotels in cities all over the world. “Be My Guest” is still the gracious and warm way we want for our guests to feel at Hilton hotels and resorts whether it’s at the Cavalieri Hilton in Rome, the Hilton Waikoloa Village or our brand new Hilton Omaha. With new products and services, business and leisure travelers alike now have even more reason to say, "Travel should take you places."


Hilton

https://careers.hilton.com/psc/hrprd/EMPLOYEE/HRMS/c/HRS_HRAM.HRS_CE.GBL?JobOpeningId=23309&SiteId=1&Page=HRS_CE_JOB_DTL&
	Posting 
Job Title
	Research Assistant, CNN Audience & Marketing Research

	TimeWarner 
Division
	Turner Broadcasting

	Industry
	Advertising
Cable/Broadcast Television Networks
Online Content/Services

	Location
	United States - Georgia - Atlanta

	Requisition #
	111249BR

	Position 
Type
	Full Time

	Posting Job Description
	Qualifications: The ideal candidate for this position will be skilled with computers, be highly organized, will have good people skills and will be service-oriented. Other qualities necessary for this position include maintaining a strong positive attitude, multi-tasking effectively, demonstrating meticulous attention to detail, having a knack for problem-solving and putting sound judgment to use. Effective verbal and written communication skills (including the proper use of grammar) are required. This employee will be a self-starter who identifies responsibilities that need attention and doesn't hesitate to act. Proficiency with Microsoft Office, particularly Outlook, Powerpoint and Excel is essential. Proficiency with additional software is a plus. Prior administrative experience is given great consideration. A bachelor's degree is preferred.

Duties: CNN Audience and Marketing Research seeks a dynamic individual to provide entry level research and administrative support for its Atlanta-based team. The department supports nearly all of CNN's businesses including its cable networks, websites and other off-channel media. This position supports the VP , three Directors and ten other staff members. The position performs operational research duties such as downloading and releasing the national overnight ratings, refreshing templates, maintaining distribution lists and updating the department Sharepoint website. The Sharepoint website contains regularly released reports, primary (custom) reports, lists of frequently used research websites, frequently used contacts , and the department calendar. Primary administrative responsibilities include scheduling meetings/conference calls, booking conference rooms, booking travel, submitting expense reports, ordering supplies and reception duties. This person will occasionally support the Executive Assistant to the Chief Research Officer.

Turner Broadcasting System, Inc. and its subsidiaries are Equal Opportunity Employers.


https://careers.timewarner.com/en/asp/tg/cim_jobdetail.asp?sec=1&partnerid=391&siteid=36&jobId=490779&type=search&JobReqLang=1&recordstart=1&JobSiteId=36&JobSiteInfo=490779_36&GQId=0&codes=NIND
Receptionist (Loc A) - W01624 

	Job Type: 
	Regular Full Time 

	Location: 
	Atlanta, GA 

	Last Updated: 
	02/18/2009 

	Post Date: 
	02/18/2009 


Job Description:

RESPONSIBILITIES 

Receive and route incoming calls in a friendly and efficient manner. Greet, screen and direct external visitors to appropriate parties. Maintain and update as needed the employee directory and distribute appropriately. Provide back-up support for Mailroom function as well as performing some facilities related duties. May be called upon to assist other departments with some administrative type duties. This is not a complete description of the Receptionist role. 

MINIMUM QUALIFICATIONS 

• Minimum 2 years prior reception and general office experience required. 
• Proficient computer skills, including Windows and Microsoft Office Suite 
• Effective verbal and written communication skills 
• Ability to prioritize workload and work with frequent interruptions 
• Ability to positively interact with all levels of the organization and visitors in a professional and helpful manner 
• Strong team player. 


We are proud to be an EEO/AA employer M/F/D/V. We maintain a drug-free workplace and perform pre-employment substance abuse testing. 

http://www4.recruitingcenter.net/clients/dswaters/publicjobs/controller.cfm?jbaction=JobProfile&Job_Id=18476
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CareCierge (Medical Front Office Greeter) 

Job Type: 

Full-Time 

Location: 

Atlanta, Edgewood, GA 
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Job Description:

POSITION SUMMARY 
This position is principally responsible for exceeding patient and family expectations as it relates to the entire patient experience, reception into the clinic, communication and prompt care. This individual is a champion of service, respect, attentiveness, and compassion, placing patients at ease, supporting them through the intake process and assuring they are never left unattended or unsupported in the clinic. Acknowledging that the patient’s time is valuable is critical to this person’s success. This individual facilitates the care process and proactively communicates with the patient and family members so they understand where they are in the queue and managing expectations. This position creates a loyal customer base by attending to all front and back office patients within the clinic as well as those waiting at home or work. This individual spends most of his or her time in the reception area or circulating and communicating with patients who are awaiting care in the front or back office areas while striving to uphold the mission, vision, and values of the company and consistently acting in a people-centered, service excellent–focused, and results-oriented manner. First and foremost, this position supports and advocates on behalf of the patient/ customer. 

POSITION ACCOUNTABILITIES 

• Greets patients warmly arriving in clinic lobby in accordance with NextCare policies and consistently refers to adult patients as “Mr.”, “Mrs.” or “Ms.” unless directed otherwise by the patient. 
• Stands guard and opens the door to welcome patients into the clinic when not supporting another patient or family member. Constantly observes the front entry area for patients who may have trouble entering due to injury, illness, ambulatory or durable medical equipment/ support devices (walkers, canes, braces, oxygen tanks), and wheelchairs. 
• Escorts patient to the front desk for check in and then to the kiosk. 
• Supports the front desk in identifying uninsured prospects for the Value Care discount program. 
• Respects that some patients may be embarrassed by situations such as not having insurance, being illiterate and therefore struggling with the intake process, or the reason for which they are seeking care. This individual goes above and beyond to assure that no one experiences anything but respect and privacy related to their personal situation. 
• Responds, identifies, mediates and resolves potential and actual conflicts between the patient/ family members and the clinic. Conveys empathy for the situation and confidence to the patient that every attempt will be made to resolve the problem which eases the patient’s stress without jeopardizing the medical and urgent care staff’s relationship. Assumes responsibility on behalf of the company. 
• Assesses the patient reception area frequently offering support and providing comfort items such as blankets, pillow, fluids, food, reading materials and any other items which assist the patient and family members to be more comfortable. Assures that the overall appearance of the reception area is inviting, clean and serves as a positive first impression for our customers. 
• Offers support to the patient in the kiosk check-in process and, if necessary, assists with check-in 
• Consistently and constantly respects and protects patient confidentiality. Utilizes a private room if any personal health information needs to be disclosed. Remains acutely aware of the sensitivity patients may have about other patients in the reception area. 
• Assiduously attends to the patient schedule, closely monitoring those patients who are waiting at home, at work, and in the reception area and assures that we are attending to patients in the queue appropriately. 
• Notifies back office personnel immediately if the patient appears to be in distress or in need of immediate attention 
• Manages patient concerns regarding the order patients are seen 
• Depending on the shift, this position assures that doors are opened 15 minutes prior to the posted opening and overtly welcomes those waiting into the clinic. Conversely, this individual assures that doors are never locked even one minute prior to the posted closing time based on the clock maintained on the company’s IT server (computer posted time). 
• Communicates with appropriate personnel so that the company goal to see each patient in less than 15 minutes of check-in for walk-in patients and in less than 5 minutes when the patient has selected the WAHOO (Wait at home or office) option is upheld 
• Consistently attends to those patients in the reception area and those who are roomed prior to seeing the provider such that no one is left unattended greater than 10 minutes 
• Assists in lifting and supporting patients out of their private vehicle and into a wheelchair. Assists in transferring patients from a wheelchair to an examination table. 
• Manages patient concerns regarding the order of patients being seen and informs them of alternative scheduling options the patient might use in the future (e.g., “WAHOO”) 
• Captures patient as they are departing and assures that the front desk does not need to see the patient for co-payment, co-insurance, medication dispensing, and/or to provide the patient with discharge instructions and paperwork. Assures that the patient departs with the requisite information as outlined per policy. 
• Participates in the completion of clinic daily checklists, as appropriate. 
• Participates in orientation and/or training of newly hired personnel. 
• Key Words: 
o Please, thank you, and I am sorry 
o Is there anything else I can get or do for you while you are waiting? 
o How may I help or assist you? 
o You and your friends/ family are very important to us. 
o How may I help you to be more comfortable while you are waiting? 
o Is there anything else I can do for you today? 
o Upon patient departure: “thank you for choosing NextCare. We hope you are feeling better soon” 
• Attends professional internal and external training as required or requested. 
• Adheres to NextCare communications, personnel, safety, training, practice and grooming policies and procedures. 
• Shows appropriate care and responsibility for NextCare equipment and property. 
• Attends meetings as required. 
• Complies with established policies and procedures, objectives, quality assurance program, safety, environmental and infection control practices. 
• Performs other related duties as assigned. 
• Direct report responsibility to the Clinic Manager. 

DESIRED POSITION ATTRIBUTES 
• Demonstrates penchant to attend to patients, above and beyond that which would normally be expected 
• Develops and assimilates a solid working knowledge of clinical operations and patient flow with attentiveness to the best possible outcomes, interface, and timeliness between patients and clinic 
• Readily engenders excellent rapport with patients of all ages, as well as with clinical staff 
• Demonstrates maturity, judgment, and common sense 
• Is innovative and works effectively and efficiently under stress and with minimal or no supervision 
• Handles complexity and ambiguity, as well as lack of information, well and makes adjustments, as necessary 
• Communicates clearly; talks in a way patients can understand and accept 
• Strong listening skills 
• Presents well; looks and acts professional at all times 
• Is resilient and is able to proactively handle questions and complaints, even when handling unpleasant or difficult patients 
• Works accurately, with penchant for detail 
• Handles the best interests of both NextCare and patients 
• Uses kiosk and allied systems to quickly assess patients’ situations 
• Is able and willing to suggest improvements to NextCare operations 
• Exhibits a pleasant, friendly style at all times 
• Is willing to establish a relationship with patients in the short-term -- and with NextCare in the long-term (e.g., demonstrates job stability) 
• Personifies reliability and trustworthiness 
• Displays flexibility and can work in different locales -- and with different clinical staffs -- under special circumstances 
• Shows ability to accept performance feedback and make appropriate adjustments 
• Performs all functions in accordance with established policies, procedures, regulatory and accreditation requirements as well as applicable professional and service standards. 



POSITION QUALIFICATIONS 

Minimum Education: High school diploma or GED and basic first aid (First Aid may be provided as part of orientation) 

Required Certifications: None. 

Required Experience: Prior experience in a service oriented industry. Demonstration of outstanding customer service and the ability to put patients/ customers at ease. Proven attention to detail. 

Preferred Experience: Prior medical experience where service was an essential job function. 

Physical Demands/Working Conditions: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of the job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. While performing the duties of this job, the employee is occasionally required to stand; walk; sit; use hands to handle or feel objects, tools or controls; reach with hands and arms; climb stairs; balance; stoop; kneel, crouch or crawl; talk or hear. Move up to 100 pounds. Working conditions commensurate with a traditional medical office and training environment. 
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Customer Service Coordinator (Part-Time)- 191 Peachtree Street 
Req Number: cous-00000731 
Location(s): Atlanta GA 
Job Summary:Serves as the focal point for all information requested by tenants, contractors and vendors. Assures consistent, professional, courteous and timely responses to tenant service requests and work orders. Manage AWARE Work Order and Preventive Maintenance System of similar database. Performs administrative duties and other assignments as required for the efficient and effective operation of the property management office. This position is eligible for benefits. 
Job Duties: 
* Assist the property manager in implementing The Cousins Way Property Management Manual 
* Receive all incoming service requests and dispatch to appropriate personnel 
* Greet visitors and assist them as appropriate 
* Input new and completed service requests into AWARE Work Order System 
* Follow up to assure customer satisfaction and timely response 
* Complete after-hours security/access and work request forms 
* Obtain management approval and distribute as appropriate 
Tenant Relations: 
* Develop and maintains positive tenant relations by creating and sustaining good will and by providing consistently responsive quality service 
* Assist property manager and administrative manager with the planning and implementation of periodic tenant events 
* Coordinate special tenant and vendor mailings such as holiday cards and other customer notifications, including monthly calendars and reminders of scheduled events 
* Prepare new tenant packages and welcome letters 
* Assist in developing and maintaining positive tenant relations 
Administrative Duties: 
* Assist administrative manager with correspondence and tenant mailings 
* Complete periodic updates to management and information manuals 
* Prepare periodic reports concerning personnel, overtime and other administrative reporting 
* Maintain tenant lease files, vendor/service contract files and accounting files 
* Maintain current certificates of insurance for tenants and contractors 
* Assure professional appearance of management office, with particular attention to reception area and conference rooms 
* Organize and maintain workrooms and break rooms, including ordering of supplies and assuring proper operation of equipment 
* Retrieve, open, date-stamp and distribute all incoming mail 
* Maintain postage meter and take all outgoing mail to mailroom 
* Secure the management office each work-day evening and forward phones to the security officer 
Required Knowledge, Skills and Abilities: 
* Demonstrated ability to work well with others and interact positively with customers 
* A working knowledge of Microsoft Windows and Microsoft Office applications, as well as work order software 
* A minimum of one year's experience in customer service 
* A high school diploma or GED is required 
Language Skills:The position requires the ability to read and write English to complete work orders and reports. Ability to speak English clearly is mandatory to effectively communicate by phone and in person with customers, vendors and coworkers 
Reasoning Ability:The incumbent must be able to define problems, collect data, establish facts, and draw valid conclusions 
Physical Demands:These may vary by property. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions. The individual is regularly required to stand, walk, use hands and fingers, handle objects, and feel, reach with hands and arms, talk, climb and balance. The individual is occasionally required to sit, stoop, kneel, and crouch. The individual may need to lift up to 20 pounds. Specific vision abilities required by this job include color vision 
Equipment Proficiency:The incumbent is expected to become proficient in the use of the following equipment: 
* Two-way radio communication systems and procedures 
* Postage meter 
* Fax machine 
* Telephones 
* Other office equipment 
Learning Time:The incumbent is expected to be proficient in all areas of this position descrip-tion after no more than one month on the job, as e 
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