
newcomerjobsincanada.com

administrative assistant

Posted by: Anmol A1 Holding Ltd. 

Posting date:19-Jul-2024        Closing date: 14-Jan-2025

Education: Secondary (high) school graduation certificate

Language: English

Job location: Abbotsford 

Salary: $29 Per Hour

Years of Experience: 1 year

Vacancy: 1

Job Type: Full Time Job id: NCJ5726261

Job description:

Job details

Abbotsford, BC
V2T 3S5
Location

On siteWorkplace
information
Salary

 administrative assistant
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29.00 hourly / 32 hours per Week

Permanent employment
Full time
Terms
of
employment
Day, Evening, Morning

Starts as soon as possibleStart
date
1 vacancyvacancies

Source

Overview

Languages

Education

Secondary (high) school graduation certificate

Experience

On site

Responsibilities

Tasks

Arrange and co-ordinate seminars, conferences, etc.

Direct and control daily operations

Evaluate daily operations

Plan and control budget and expenditures

Plan and organize daily operations

English

1 year to less than 2 years

 Work must be completed at the physical location. There is no option to work remotely.
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Determine and establish office procedures and routines

Schedule and confirm appointments

Answer telephone and relay telephone calls and messages

Answer electronic enquiries

How to apply

By email

anmoldrivingschool@gmail.com
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