General Office Assistant

Location: Rosemont, IL 
Contact: Libby Bradley 630-983-5200

Please send resumes to libby@theophanystaffing.com
Job Title: 

General Office Assistant (Part-time)
Job Description: 

The job is a very multi-faceted office role working for a small company in the services industry!  You would be supporting various departments, including Accounting and Human Resources. Responsibilities would include directing phone calls, greeting visitors, assisting with mailing and/or projects, some accounts payable, ordering office supplies, data entry, stocking the fridge and the coffee machine and receiving and distributing the mail. 
Requirements: 

The perfect candidate is the epitome of detail-oriented, organized, and excellent at operating with a high level of urgency. The ideal candidate is also flexible, and the epitome of professional!! 

Some administrative/office experience is strongly preferred, as is a basic knowledge of Microsoft office programs.
Compensation: 

$16.00-$18.00 + vacation time & retirement benefits!!

Hours: 
20 hours a week: Monday – Friday 10:00am-2:00pm

