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OPPORTUNITY POSTING

DESCRIPTION: 
BUSINESS SERVICES OFFICE MANAGER

Exciting Opportunity for “self-starter” with fast-paced entrepreneurial organization for an OFFICE MANAGER. Possible future equity position.
REQUIREMENTS:

1. High Level of Organizational Skills  
2. Ability to understand executive work style and anticipate needs

3. Basic Knowledge of bookkeeping and Quickbooks Software
4. Basic Skills in Microsoft Powerpoint, Word, and Publisher

5. Ability to communicate effectively with a variety of profession contacts

6. Basic Business Knowledge 
7. Ability to follow through on projects and assignments

8. Quick-Study / Self Starter requiring very minimal level of direction.
EXPERIENCE:

Ideal candidate will have experience in an office environment where communication skills, organizational skills, and administrative capabilities have been demonstrated. The ability to keep executive schedules, contacts, business files, and all aspects of the office neat and highly organized would have been a major job responsibility. Experience in an organization where effective people skills not only insured the ability to work with others, but created and maintained open lines of communication.

Please forward any questions and contact information to:

info@TownSpace.com
