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Part time office assistant18hr

Kansas

Location

https://lwww.genclassifieds.com/x-739245-z

QR Code Link to This Post
We are immediately hiring Payroll Clerk/Receptionist.No experience is needed.If you are looking for a job please send over your first and last name and a good contact

number and someone will be contacting you shortly. Thanks and have a great day!
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ADECCO IS ASSISTING A LOCAL CLIENT IN RECRUITING FOR AN ADMINISTRATIVE ASSISTANT POSITION AT A COMMERCIAL CONTRACTOR IN
WILMINGTON, NC. AS AN ADMINISTRATIVE ASSISTANT YOU WILL BE RESPONSIBLE FOR GENERAL ADMINISTRATIVE RESPONSIBILITIES. IF YOU MEET
THE QUALIFICATIONS LISTED BELOW PLEASE APPLY NOW! RESPONSIBILITIES FOR THIS ADMINISTRATIVE ASSISTANT JOB INCLUDE: * ASSIST PROJECT
MANAGERS * SUPPORTING ALL ADMINISTRATIVE FUNCTIONS QUALIFICATIONS: * COMMERCIAL CONSTRUCTION EXPERIENCE IS REQUIRED *
MICROSOFT OFFICE PROGRAMS * ATTENTION TO DETAIL * SELF-STARTER AND MULTI-TASKER * TECH SAVVY * EXPERIENCE WITH BLUEBEAM,
VIEWPOINT VISA AND SOONR A PLUS HOURS: MONDAY THROUGH FRIDAY - 8:00 AM TO 5:00 PM CLICK ON APPLY NOW TO BE CONSIDERED FOR THIS
ADMINISTRATIVE ASSISTANT IN WILMINGTON, NC OR ANY RELATED OPPORTUNITIES WITH ADECCO.









LOCATED IN CHAPEL HILL, NC, UNC GENERAL ADMINISTRATION (UNC SYSTEM OFFICE) INVITES APPLICATIONS FOR THE POSITION OF SPECIAL
ASSISTANT TO THE PRESIDENT. THE POSITION WILL FUNCTION AS A SPECIAL ASSISTANT TO THE PRESIDENT AND PROVIDE HIGH-LEVEL
ADMINISTRATIVE AND LOGISTICAL SUPPORT TO ASSIST THE PRESIDENT IN CARRYING OUT HER DAILY RESPONSIBILITIES. THIS INCLUDES SERVING AS
A FOCAL POINT ON PRESIDENTIAL BRIEFING PAPERS, MANAGING MORE COMPLEX CORRESPONDENCE MATTERS, SERVING AS THE PRESIDENTA,??S
A,??ADVANCEA,?? ON LOCAL AND OVERNIGHT TRAVEL, REVIEWING AND FINALIZING THE PRESIDENTA,??S READING AND CALL LISTS, AND
OTHERWISE PERFORMING A WIDE RANGE OF COMPLEX AND HIGHLY SENSITIVE PROJECTS FOR OR ON THE PRESIDENTA,??S BEHALF. THE POSITION
INCUMBENT MUST BE EXTREMELY WELL ORGANIZED, OPERATE EFFECTIVELY UNDER PRESSURE, BE ABLE TO DEAL WITH CONSTANTLY CHANGING
PRIORITIES AND SCHEDULE, HAVE VERY STRONG WRITING AND INTERPERSONAL COMMUNICATIONS SKILLS, MAINTAIN A POSITIVE PROFESSIONAL
IMAGE AT ALL TIMES, TREAT CONFIDENTIAL AND SENSITIVE INFORMATION WITH COMPLETE DISCRETION, DEMONSTRATE OUTSTANDING DIPLOMACY
AND TACT, AND HAVE SIGNIFICANT FLEXIBILITY WITH RESPECT TO THEIR WORK SCHEDULE.

THE DIVISION OF WATER RESOURCES' MISSION IS TO PROTECT THE STATE'S WATER SUPPLIES AND FOSTER STEWARDSHIP OF THIS NATURAL
RESOURCE FOR USE BY CURRENT AND FUTURE GENERATIONS OF CITIZENS. THE DIVISION COMPRISES FIVE SECTIONS: WATER QUALITY REGIONAL
OPERATIONS, WATER SCIENCES, PUBLIC WATER SUPPLY, WATER QUALITY PERMITTING, AND WATER PLANNING. THIS GOAL IS ACHIEVED THROUGH
PROVIDING TECHNICAL ASSISTANCE, CONSULTATIVE SERVICES, PERMITTING OF REGULATED ENTITIES, CERTIFICATION OF WATER TREATMENT PLANT
OPERATORS AND WASTEWATER OPERATORS, INSPECTION AND COMPLIANCE ACTIVITIES, LABORATORY ANALYSIS AND TESTING, AND EDUCATIONAL
OUTREACH AND TRAINING.

SECTION INFORMATION:
THE PUBLIC WATER SUPPLY SECTION PROMOTES PUBLIC HEALTH BY ENSURING THAT SAFE, POTABLE DRINKING WATER IS AVAILABLE IN ADEQUATE



QUANTITIES TO THE RESIDENTS AND VISITORS OF NORTH CAROLINA SERVED BY PUBLIC WATER SYSTEMS BY ENSURING THAT THESE SYSTEMS ARE
PROPERLY LOCATED, CONSTRUCTED, OPERATED, AND MAINTAINED.

DESCRIPTION OF WORK:

THIS POSITION PROVIDES ADMINISTRATIVE SUPPORT TO 100 STAFF OF THE PUBLIC WATER SUPPLY SECTION. STAFF ARE LOCATED IN RALEIGH AND
AT THE SEVEN REGIONAL OFFICES ACROSS THE STATE. THIS POSITION:

ANTICIPATES NEEDS OF THE SECTION AND TAKES INITIATIVE TO FIX POTENTIAL PROBLEMS BEFORE THEY ARISE;

PROVIDES ADMINISTRATIVE SUPPORT TO THE SECTION RELATING TO TRAVEL AUTHORIZATIONS AND REIMBURSEMENTS, TRAINING, STATE CARS,
OFFICE SPACE, TELEPHONES, FIXED ASSETS INVENTORY, AND SURPLUS PROPERTY;

USES A P-CARD FOR SECTION PURCHASING,;

PROVIDES CLERICAL SUPPORT FOR THE SECTION CHIEF AND ASSISTANT SECTION CHIEF INCLUDING CONFIDENTIAL MATTERS AND HANDLING
TRAVEL,

CONDUCTS INTERNET RESEARCH TO DOWNLOAD FACT SHEETS, SUMMARIES, PRESENTATIONS, AND RULES;

DRAFTS RESPONSES TO PUBLIC REQUESTS FOR SECTION CHIEF'S SIGNATURE;

FACILITATES MEETINGS, INCLUDING LOCATION, NEGOTIATING COSTS, NOTIFICATION TO ATTENDEES, AND DISTRIBUTION OF MEETING MINUTES,;
PREPARES GUIDELINES AND PROVIDES TRAINING TO SECTION STAFF ON ADMINISTRATIVE PROCESSES;

HAS EXTENSIVE PUBLIC CONTACT WITH SECTION STAFF, OTHER DIVISION PERSONNEL, OTHER STATE, FEDERAL, LOCAL AGENCIES, AND THE
GENERAL PUBLIC.

DEVELOPS POWERPOINT PRESENTATIONS AS WELL AS CHARTS AND GRAPHS;

MAINTAINS SECTION'S RECORD RETENTION SCHEDULE, RECOMMENDS CHANGES WHEN NECESSARY, AND ENSURES THAT SECTION FILES ARE
MAINTAINED IN ACCORDANCE WITH SCHEDULE.

KNOWLEDGE, SKILLS AND ABILITIES / COMPETENCIES

**TO RECEIVE CREDIT FOR YOUR WORK HISTORY AND CREDENTIALS, YOU MUST LIST THE INFORMATION ON THE APPLICATION. ANY INFORMATION
OMITTED FROM THE APPLICATION, LISTED UNDER THE TEXT RESUME SECTION, OR ON AN ATTACHMENT WILL NOT BE CONSIDERED FOR QUALIFYING
CREDIT**

APPLICANT MUST MEET THE MINIMUM EDUCATION AND EXPERIENCE REQUIREMENTS AND POSSESS THE BELOW KNOWLEDGE, SKILLS AND ABILITIES
TO BE CONSIDERED:

WORKING KNOWLEDGE OF MICROSOFT OFFICE SOFTWARE AND DATABASE APPLICATIONS;

EXPERIENCE PROVIDING IMPECCABLE CUSTOMER SERVICE;

EXPERIENCE WORKING IN A FAST-PACED AND DEMANDING ENVIRONMENT HANDLING MULTIPLE TASKS AT THE SAME TIME;

STRONG ORGANIZATIONAL SKILLS;

DEMONSTRATED HIGH LEVEL OF INITIATIVE;

ABILITY TO PRODUCE COMPLETE AND ACCURATE DOCUMENTS;

ABILITY TO COMMUNICATE EFFECTIVELY IN BOTH WRITTEN AND ORAL FORMAT WITH THE PUBLIC, EMPLOYEES, AND MEMBERS OF THE REGULATED
COMMUNITY;

ABILITY TO CREATE PROCESSES AND PROCEDURES WHERE NONE EXIST;

ABILITY TO ASSIMILATE, ANALYZE, AND INTERPRET DATA,;

ABILITY TO DEVELOP AND MAINTAIN POSITIVE WORKING RELATIONSHIPS WITH CO-WORKERS, AND OTHER AGENCY PERSONNEL,;

EXPERIENCE WITH ADMINISTRATIVE AND OFFICE MANAGEMENT FUNCTIONS, SUCH AS MAINTAINING OFFICE SPACE, PURCHASING, OR TRAVEL;



EXPERIENCE REVIEWING FORMS COMPLETED BY OTHERS FOR COMPLETENESS AND ACCURACY;

EXPERIENCE USING MATH SKILLS TO VERIFY THE ACCURACY OF CALCULATIONS.

VALID DRIVER'S LICENSE;

OCCASIONAL OVERNIGHT TRAVEL.

IN ADDITION TO THE INTERVIEW, THE SUCCESSFUL APPLICANT MUST COMPLETE A ONE HOUR SKILLS TEST TO DEMONSTRATE COMPETENCY IN
WORD, EXCEL, WRITTEN COMMUNICATION, AND DOCUMENT REVIEW.

MINIMUM EDUCATION AND EXPERIENCE REQUIREMENTS

COMPLETION OF HIGH SCHOOL OR EQUIVALENT AND FOUR YEARS OF PROGRESSIVELY RESPONSIBLE SECRETARIAL OR
CLERICAL/ADMINISTRATIVE/OFFICE MANAGEMENT EXPERIENCE; OR COMPLETION OF A TWO-YEAR SECRETARIAL SCIENCE OR BUSINESS
ADMINISTRATION PROGRAM AND TWO YEARS OF PROGRESSIVELY RESPONSIBLE SECRETARIAL OR CLERICAL/ADMINISTRATIVE/OFFICE MANAGEMENT
EXPERIENCE; OR COMPLETION OF A FOUR-YEAR PROGRAM IN A COLLEGE OR UNIVERSITY PREFERABLY WITH MAJOR EMPHASIS ON COURSEWORK IN
BUSINESS ADMINISTRATION, PUBLIC ADMINISTRATION, OR OTHER RELATED FIELD; OR AN EQUIVALENT COMBINATION OF TRAINING AND EXPERIENCE.

SUPPLEMENTAL AND CONTACT INFORMATION

TO APPLY FOR THIS POSITION, PLEASE CLICK APPLY LINK ABOVE. RESUMES ARE NOT ACCEPTED IN LIEU OF STATE APPLICATION. SEE ATTACHED
RESUME WILL RESULT IN AN INCOMPLETE APPLICATION. TO RECEIVE CREDIT, ALL RELEVANT EXPERIENCE MUST BE INCLUDED IN THE WORK HISTORY
SECTION OF THE APPLICATION. ANY INFORMATION OMITTED FROM THE APPLICATION BUT INCLUDED IN THE RESUME WILL NOT BE CONSIDERED FOR
QUALIFYING CREDIT. IT MULTIPLE APPLICATIONS ARE SUBMITTED TO AN INDIVIDUAL POSTING, ONLY THE MOST RECENT APPLICATION RECEIVED
PRIOR TO THE POSTING DATE WILL BE ACCEPTED.

PLEASE UPLOAD A COPY OF COLLEGE TRANSCRIPTS, IF APPLICABLE OR SUBMIT TO THE ADDRESS NOTED BELOW BY 5:00 PM ON THE CLOSING DATE
TO BE CONSIDERED. ALL DEGREES MUST BE FROM AN APPROPRIATELY ACCREDITED INSTITUTION.

PERSONS ELIGIBLE FOR VETERAN'S PREFERENCE MUST SUBMIT A COPY OF FORM DD-214.

THE DEPT. OF ENVIRONMENTAL QUALITY USES THE MERIT-BASED RECRUITMENT AND SELECTION PLAN TO FILL POSITIONS SUBJECT TO THE STATE
PERSONNEL ACT WITH THE MOST QUALIFIED APPLICANTS. WHEN A SALARY RANGE IS POSTED, THE ACTUAL SALARY WILL BE BASED ON RELEVANT
COMPETENCIES, KNOWLEDGE, SKILLS AND ABILITIES, INTERNAL EQUITY AND BUDGETARY CONSIDERATIONS PERTINENT TO THE ADVERTISED
POSITION. THE STATE OF NORTH CAROLINA IS AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER.

CONTACT PERSON:
TONIA GIBB

THIS IS A FULL-TIME POSITION THAT WILL BE RESPONSIBLE FOR GENERAL ADMINISTRATIVE DUTIES THAT PROMOTE EFFECTIVE AND EFFICIENT
OPERATING PROCESSES THAT ENSURE HIGH CUSTOMER SATISFACTION AND COMPLIANCE WITH ALL REGULATORY OBLIGATIONS. THE SCHEDULE
FOR THIS POSITION IS A 2 WEEK ROTATING SCHEDULE: MONDAY-THURSDAY 8:30AM- 5:00PM, OFF FRIDAY, SATURDAY/SUNDAY 8:30AM-5:00PM; OFF
MONDAY, TUESDAY-FRIDAY 8:30AM-5:00PM, OFF SATURDAY/SUNDAY.



RESPONSIBILITIES WHAT YOU DO

PROVIDES ADMINISTRATIVE SUPPORT FOR PERSONNEL FUNCTION AT HOSPICE HOME INCLUDING:

COMMUNICATES WITH MAIN OFFICE REGARDING HOSPICE HOME CENSUS, ADMISSIONS, DEATHS, AND BED AVAILABILITY.

ATTENDS STAFF MEETINGS AND RELAYS INFORMATION TO HOSPICE HOME STAFF.

PROVIDE ASSISTANCE IN DEVELOPING, ORGANIZING AND MAINTAINING THE PATIENT MEDICAL RECORD WHILE AT HOSPICE HOME AND COORDINATES
MEDICAL RECORD MAINTENANCE AND SECURITY WITH THE CENTRAL MEDICAL RECORDS DEPARTMENT ACCORDING TO AGENCY POLICIES AND
PROCEDURES AND IN FULL COMPLIANCE WITH ALL APPLICABLE RULES AND REGULATIONS.

ENSURE PATIENT INFORMATION PACKETS AND FORMS ARE AVAILABLE.

PREPARE INITIAL CHART, PREPARE COMMUNICATION FORMS INCLUDING MEDICAL ADMINISTRATION RECORDS, DIETARY AND PHARMACY.
ENSURE INITIAL ORDERS/SUPPLEMENTAL ORDERS ARE SIGNED AND PRINTED.

PREPARE CORRESPONDENCE TO PHYSICIANS AND FAMILIES AS NEEDED.

COORDINATE RE-CERTIFICATIONS BY PROVIDING APPROPRIATE CLINICAL STAFF WITH DUE DATES IN ADVANCE AND FOLLOWING UP TO ENSURE
COMPLETION.

AUDITS MEDICAL CHARTS ON A ROUTINE BASIS AND AS DIRECTED BY CLINICAL MANAGER OF HOSPICE HOME.

OBTAINS MEDICAL DIRECTOR SIGNATURES ON PAPERWORK AS NEEDED AND FILES.

PREPARES MEDICAL DIRECTOR CHARTING PACKETS FOR DAILY ROUNDS.

OVERSEES FILING AND CHART BREAKDOWN.

OPERATES AT CAREGIVER STATION AS INITIAL RESPONDER, WHEN VOLUNTEER IS UNAVAILABLE, TO PHONES AND VISITORS, AND PARTICIPATES IN
ANSWERING PATIENT CALL LIGHTS AND RELAYING NEEDS TO STAFF.

MAINTAIN MANDATORY DOCUMENTATION AS DIRECTED BY CLINICAL MANAGER OF HOSPICE HOME.

OVERSEE GENERAL ORGANIZATION OF PAPERWORK AT HOSPICE HOME AND ADEQUATE OFFICE SUPPLIES.

PREPARE TEAM MEETING AGENDA, TEAM MEETING NOTES AND CARE PLANS FOR WEEKLY TEAM MEETINGS.

GIVE TOURS OF FACILITY TO VISITORS.

PROVIDES GENERAL ADMINISTRATIVE ASSISTANCE TO THE DIRECTOR OF HOSPICE HOME, CLINICAL MANAGER OF HOSPICE HOME, AND TEAM
LEADERS OF HOSPICE HOME.

MAINTAINS PATIENT CONFIDENTIALITY AT ALL TIMES.

PERFORM OTHER DUTIES AS ASSIGNED BY SUPERVISOR.

REQUIREMENTS WHAT YOU NEED

HIGH SCHOOL GRADUATE WITH TWO YEARS RECORDS MANAGEMENT EXPERIENCE (EDUCATION MAY BE SUBSTITUTED ON A YEAR BY YEAR BASIS).
EXCELLENT COMMUNICATION SKILL BOTH ORAL AND WRITTEN.

EXCELLENT ORGANIZATIONAL SKILLS AND STRONG WORKING KNOWLEDGE OF BASIC WORD PROCESSING PROGRAMS.

GENERAL KNOWLEDGE OF STANDARD OFFICE EQUIPMENT.

ABILITY TO MAINTAIN POSITIVE WORKING RELATIONSHIPS.

WILLINGNESS AND ABILITY TO CARRYOUT/UPHOLD AGENCY PROCEDURES AND STANDARDS.

MUST BE ABLE TO ENTER, TRAVEL, AND FUNCTION IN THE WORK PLACE AS APPROPRIATE TO THE NEED.

MUST HAVE SENSORY ABILITIES TO COMPLETE COMMUNICATION AND DOCUMENTATION REQUIREMENTS OF THE JOB.

MAY BE REQUIRED TO LIFT UP TO 30 POUNDS.

CURRENT CPR CERTIFICATION
MAY BE REQUIRED TO SIT AT ACOMPUTER MONITOR AND USE REPETITIVE MOTOR TECHNIQUES FOR PROLONGED PERIODS OF TIME.












HCI | INTEGRATED SOLUTIONS IS CURRENTLY LOOKING FOR A RECEPTIONIST. THE RECEPTIONIST GREETS VISITORS, DETERMINING NATURE OF
VISITS AND DIRECTING VISITORS TO APPROPRIATE PERSONS.

DUTIES AND RESPONSIBILITIES:

THE RECEPTIONIST MAY ALSO HAVE OTHER DUTIES SUCH AS RECORDING AND TRANSMITTING MESSAGES; KEEPING RECORDS OF CALLS PLACED;
PROVIDING INFORMATION TO CALLERS AND VISITORS; MAKING APPOINTMENTS; KEEPING A LOG OF VISITORS; AND ISSUING VISITOR PASSES. IN THIS

POSITION, ONE MAY ALSO WORK ON A COMPUTER AND PERFORM OTHER ROUTINE CLERICAL WORK THAT MAY OCCUPY THE MAJOR PORTION OF THE
WORKER'S TIME.

PREFERRED KNOWLEDGE/SKILLS/ABILITIES:

MUST HAVE KNOWLEDGE OF MICROSOFT OFFICE.

ADDITIONAL POSITION INFORMATION:

HIGH SCHOOL/GED IS REQUIRED. REQUIRES TWO YEARS OF EXPERIENCE IN THIS FIELD.















THIS POSITION IS THE EXECUTIVE ASSISTANT AND PROJECT COORDINATOR FOR THE OFFICE OF CONSTITUENT RELATIONS. PRIMARY PURPOSE IS TO

PROVIDE SUPPORT TO THE SPECIAL ASSISTANT TO THE CHANCELLOR, MANAGE MULTIPLE PROJECTS, SPECIAL EVENTS AND HIGH PROFILE MEETINGS
AND SUPERVISE GRADUATE ASSISTANTS AND INTERNS.

MINIMUM EDUCATION/EXPERIENCE

GRADUATION FROM HIGH SCHOOL AND DEMONSTRATED KNOWLEDGE, SKILLS AND ABILITIES GAINED THROUGH FIVE YEARS OF PROGRESSIVELY
RESPONSIBLE ADMINISTRATIVE/OFFICE MANAGEMENT EXPERIENCE; OR GRADUATION OF A TWO-YEAR SECRETARIAL SCIENCE OR BUSINESS
ADMINISTRATION PROGRAM AND THREE YEARS OF EXPERIENCE AS DESCRIBED ABOVE; OR GRADUATION FROM A FOUR-YEAR COLLEGE OR
UNIVERSITY, PREFERABLY WITH MAJOR EMPHASIS ON BUSINESS ADMINISTRATION OR A RELATED FIELD AND TWO YEARS OF PROGRESSIVELY
RESPONSIBLE ADMINISTRATIVE/OFFICE MANAGEMENT EXPERIENCE; OR AN EQUIVALENT COMBINATION OF TRAINING AND EXPERIENCE.

ESSENTIAL DUTIES SUMMARY

THE OFFICE IS THE UNIVERSITY'S LIAISON TO ALL PUBLIC OFFICIALS ON THE FEDERAL, STATE AND LOCAL LEVEL. ADDITIONALLY, THE OFFICE ASSISTS
THE CHANCELLOR IN STRATEGIC BUSINESS AND COMMUNITY PARTNERSHIPS.

EXCELLENT VERBAL AND WRITTEN COMMUNICATION SKILLS, ABILITY TO REPRESENT THE UNIVERSITY AS AN "AMBASSADOR" AND HANDLE
CONFIDENTIAL INFORMATION.

*ABILITY TO MANAGE MULTIPLE, FAST PACED, DEADLINE ORIENTED PROJECTS WITH EXCELLENT PROJECT MANAGEMENT SKILLS, ATTENTION TO
DETAILS AND EXCELLENCE IN CLIENT SERVICES.

INDEPENDENTLY INTERFACES WITH PUBLIC OFFICIALS INCLUDING RESOLVING CONSTITUENT COMPLAINTS, RESPOND TO COMPLEX INQUIRIES AND
ISSUES. SERVES AS AN AMBASSADOR FOR THE UNIVERSITY.

WORKS DIRECTLY WITH CHANCELLOR'S OFFICE ON MEETING PREPARATION, ETC.

COLLABORATE WORK WITH INTERNAL AND EXTERNAL DEPARTMENTS TO BUILD COOPERATION.

OTHER WORK RESPONSIBILITIES

INDEPENDENTLY RESEARCHES, DEVELOPS, AND COMPOSES CORRESPONDENCE FOR THE SPECIAL ASSISTANT AND OTHER SENIOR



ADMINISTRATORS INCLUDING THE CHANCELLOR FOR THEIR REVIEW AND APPROVAL.

MANAGES BUDGET FOR OFFICE OF CONSTITUENT RELATIONS.

EVENT PLANNING AND MANAGEMENT FOR ALL LEVELS OF VISITORS TO THE CAMPUS INCLUDING PUBLIC OFFICIALS, BUSINESS AND COMMUNITY
ORGANIZATIONS.

MANAGES ALL OPERATIONS OF THE CONSTITUENT RELATIONS OFFICE INCLUDING ALL ASPECTS OF BUDGETING AND ADMINISTRATIVE PROCESSES,
MANAGES COMPLEX CALENDARS AND REIMBURSEMENTS FOR SPECIAL ASSISTANT

MAKES PURCHASES FOR SPECIAL ASSISTANT, MANAGES P-CARD PURCHASES, PROCESSES REIMBURSEMENTS, AND COMPLETES TRAVEL
DOCUMENTATION, MILEAGE, FRINGE REPORTS AND FOUNDATION CAR REPAIRS AND EXPENSES.

KEEPS WORKFLOW ON TRACK BY MAKING SURE DEADLINES ARE MET AND ACTIVELY HAPPENS IN A TIMELY MANNER

DELEGATED AUTHORITY TO SPEAK ON BEHALF OF THE SPECIAL ASSISTANT ON A RANGE OF DUTIES INCLUDING ADJUSTING SCHEDULES, EVENT
PLANNING, AND WORKING WITH ADMINISTRATIVE ASSISTANTS AND COLLEAGUES ACROSS CAMPUS.

CREATES PRESENTATIONS USING A VARIETY OF MEDIA TO CONVEY MEANINGFUL INFORMATION TO COMMUNITY LEADERS AND ELECTED OFFICIALS.
ATTENDS MEETINGS ON BEHALF OF THE SPECIAL ASSISTANT.

TRACKS AND MONITORS TASKS AND ISSUES FOR FOLLOW-UP BY THE SPECIAL ASSISTANT.

DEPARTMENTAL PREFERRED EXPERIENCE, SKILLS, TRAINING/EDUCATION

BACHELOR'S DEGREE FROM AN ACCREDITED INSTITUTION

5 YEARS OF EXECUTIVE ASSISTANT EXPERIENCE

HIGH PROFICIENCY IN MICROSOFT OFFICE

PROFICIENCY IN POWER POINT

EXCELLENT WRITING AND EDITING SKILLS

EXPERIENCE IN "PROTOCOL"

ABILITY TO MANAGE MULTIPLE PROJECTS AND DEADLINES

NECESSARY LICENSES OR CERTIFICATIONS

WORK LOCATION FOUNDATION BUILDING

POSTING DATE 10/14/2016

CLOSING DATE 10/27/2016

PROPOSED HIRE DATE

CONTACT INFORMATION

SPECIAL NOTES TO APPLICANTS

PLEASE SUBMIT A RESUME AND COVER LETTER WITH YOUR APPLICATION. THESE DOCUMENTS WILL BE USED TO EVALUATE YOUR WRITTEN
COMMUNICATION SKILLS AS WELL AS SUPPORTING DOCUMENTS OF YOUR KNOWLEDGE, SKILLS, ABILITIES, EDUCATION AND PROFESSIONAL
EXPERIENCE.

PLEASE ENSURE YOUR FULL RANGE OF KNOWLEDGE, SKILLS, ABILITIES, EXPERIENCE AND EDUCATION ARE LISTED ON YOUR APPLICATION. DO NOT
WRITE 'SEE RESUME' ON YOUR APPLICATION WHEN COMPLETING THE JOB DUTIES SECTION.

IF YOU ANSWER THE QUESTIONS AT THE END OF THE APPLICATION, PLEASE ENSURE YOUR APPLICATION REFLECTS THE KNOWLEDGE, SKILLS,
ABILITIES AND EXPERIENCES TO SUPPORT YOUR ANSWERS (SEE JOB DUTIES SECTION OF PREVIOUS EMPLOYMENT).

FAILURE TO ANSWER THE QUESTIONS AT THE END OF THE APPLICATION WILL NOT PRECLUDE YOUR APPLICATION FROM BEING CONSIDERED BUT
MAY RESULT IN YOUR APPLICATION NOT RECEIVING FULL CONSIDERATION OF YOUR KNOWLEDGE, SKILLS, AND ABILITIES.

POSTING SPECIFIC QUESTIONS















INDEED HIRE IS PARTNERING WITH EDWARDS CONSTRUCTION SERVICES, INC., IN HIRING A PROJECT SUPERINTENDENT IN CHARLOTTE, NC.

PRINCIPAL DUTIES AND RESPONSIBILITIES:

PROVIDE CONTINUOUS HANDS ON FIELD SUPERVISION FOR ALL CONSTRUCTION OPERATIONS, INCLUDING DIRECT SUPERVISION OF ASSISTANTS,
FOREMEN, CRAFTSMEN, SUBCONTRACTORS, AND OTHER CONSTRUCTION RELATED PERSONNEL DIRECTING THEM IN THE PLANNING, COORDINATION
AND EXECUTION OF WORK ON TIME, WITHIN BUDGET, ACHIEVING HIGH STANDARDS OF WORKMANSHIP, ATTAINING OR EXCEEDING PROFIT GOALS,
MAINTAINING A SAFE WORK PLACE, PROMOTING AND ENHANCING CLIENT RELATIONSHIPS IN THE COMPANY.

ASSIST THE PROJECT MANAGER WITH FINALIZATION OF PROJECT SCHEDULE.

IN COORDINATION WITH THE PROJECT MANAGER, PARTICIPATE IN THE REVIEW AND SELECTION OF ALL SUBCONTRACTORS AND VENDORS DURING
THE BUDGET PHASE.

PROVIDE ADVICE AND ASSISTANCE TO PROJECT MANAGER AND DIRECTOR OF OPERATIONS ON CONSTRUCTION MATTERS.

BECOME THOROUGHLY FAMILIAR WITH THE PLANS, SPECIFICATIONS, AND CONTRACT WITH OWNER, SUBCONTRACTORS, PURCHASE ORDERS, DAILY
CORRESPONDENCE, SHOP DRAWINGS AND ALL DOCUMENTS RELATED TO THE PROJECT. BECOME THOROUGHLY FAMILIAR WITH ALL BUILDING CODES



AND LOCAL ORDINANCES. MAY NEED TO ACQUIRE PROPER LITERATURE.

IN COORDINATION WITH THE PROJECT MANAGER, CONDUCT JOBSITE MEETINGS WITH SUBORDINATES, SUBCONTRACTORS AND OTHERS AS
APPROPRIATE IN ORDER TO INFORM, COORDINATE AND DIRECT THE WORK.

SUPERVISE PREPARATION OF JOB SITE ORIGINATED REPORTS AND STANDARD COMPANY REPORTS.

ENSURE TIMELY SUBMITTAL OF ALL PAPERWORK AND REGULAR MAIL PICKUP/DELIVERY, AS REQUIRED.

CONSTANTLY REVIEW FIELD PRODUCTION, ANALYZE, SUPERVISE AND IMPROVE WHERE NECESSARY OR POSSIBLE.

TAKES STEPS TO ENSURE THAT HE/SHE IS ALWAYS ACCESSIBLE FOR COMMUNICATION FROM SUBCONTRACTORS, AS WELL AS THE MAIN OFFICE.
DOCUMENT AND INFORM THE PROJECT MANAGER IN A TIMELY FASHION OF ALL DELAYS (SUBCONTRACTOR, WEATHER, OWNER, ARCHITECT, CITY,
OTHER) CHANGED CONDITIONS, CHANGES IN THE PLANS AND SPECIFICATIONS, VERBAL ORDERS FROM ARCHITECT AND OWNER. TAKE IMMEDIATE
ACTION AND RESOLVE ANY SUCH ISSUES. THE SUPERINTENDENT SHALL IMMEDIATELY INFORM PROJECT MANAGER OF ANY COST IMPACT OR
POTENTIAL COST IMPACT TO PROJECT.

ADVISE, COUNSEL AND ASSIST PROJECT PERSONNEL ON MATTERS CONCERNING CONSTRUCTION OPERATIONS.

KEEP THE PROJECT MANAGER FULLY INFORMED IN A TIMELY FASHION WITH REGARD TO ANY AND ALL PROBLEM AREAS OF THE PROJECT, CHANGES
IN SCHEDULE OR DEFICIENCIES IN WORK SCOPES.

MONITOR JOB LABOR COSTS DAILY AND WEEKLY.

INFORM CORPORATE MARKETING OF ANY UNUSUAL OR NOTEWORTHY ASPECTS OR ACTIVITIES ON THE JOB WHICH MAY BE USED TO GAIN
RECOGNITION OR PUBLICITY FOR EDWARDS CONSTRUCTION SERVICES,

MAINTAIN CONTACT WITH OWNERS AND CLIENTS TO ENSURE THEIR SATISFACTION WITH ON-GOING PROJECTS AND FOR MARKETING PURPOSES.
TRAIN AND DEVELOP ASSISTANTS IN ALL AREAS OF FIELD SUPERVISION. ASSIST IN INTRODUCTION OF NEW PROJECT MANAGER.

LEAD AND DIRECT THE JOB SITE TEAM AND SUBCONTRACTORS.

CULTIVATE AND MAINTAIN GOOD RELATIONSHIPS WITH THE OWNER, ARCHITECT, ENGINEERS, SUBCONTRACTORS, SUPPLIERS, MUNICIPAL
AUTHORITIES AND EDWARDS CONSTRUCTION SERVICES, INC., PERSONNEL INVOLVED WITH THE PROJECT.

PERFORM OR MONITOR ALL JOB SITE CONTROL MEASURES (l.E., DAILY REPORTS, PETTY CASH REPORTS, LABOR REPORTS, PAYROLL QUANTITY
REPORTING, ACCIDENT REPORTS, TIME SHEETS, ETC.)

ASSIST PROJECT MANAGER, AS REQUIRED, WITH THE REVIEW, COMMENT AND PROPER CODING OF INVOICES. RECEIVE APPROVAL FROM PROJECT
MANAGER OF ALL ADDITIONAL COSTS TO PROJECT BEFORE WORK HAS BEEN STARTED.

IN COORDINATION WITH THE ARCHITECT, OWNER AND PROJECT MANAGER DEVELOP AND EXECUTE A PLAN FOR COMPLETING THE PUNCH LIST WORK
ITEMS.

IN COORDINATION WITH THE PROJECT MANAGER AND THE PROJECT STAFF, PERFORM DAILY AND WEEKLY REVIEWS OF ALL JOB SITE ACTIVITIES AND
ESTABLISH ACTION PLANS FOR ALL SHORT TERM AND LONG TERM NEEDS. DETERMINE ITEMS OF NON-CONFORMANCE ESTABLISHING A PLAN OF
REMEDY AND AGGRESSIVELY REVIEW AND FOLLOW-UP UNTIL COMPLETE.

ASSISTING TO EMPLOY OR DISCHARGE WORKMEN AND INTERMEDIATE SUPERVISORS AS NEEDED TO ENSURE SAFE, EFFICIENT AND TIMELY
COMPLETION OF THE WORK

CONTINUOUSLY INSPECT THE WORK AND PROVIDE ALL HANDS ON DIRECTION NECESSARY TO ACHIEVE HIGH STANDARDS OF WORKMANSHIP.
MAINTAIN QUALITY CONTROL.

CONTINUOUSLY INSPECT SUBCONTRACTORS FOR SAFE WORK PRACTICES. INSIST ON PROPER ATTIRE AND BEHAVIOR, I.E., HARD HATS, SHIRTS,
LONG PANTS. REPORT ALL SUSPICIONS OF ALCOHOL AND DRUG USE TO PROJECT MANAGER AND GENERAL SUPERINTENDENT.

SCOPE AND LIMITS OF AUTHORITY

ALTHOUGH THE SUPERINTENDENT AND PROJECT MANAGER MUST FUNCTION AS A TEAM AND RESOLVE ALL PROBLEMS BY WORKING TOGETHER, THE
PROJECT MANAGER SHALL HAVE ULTIMATE AUTHORITY OVER ALL ASPECTS OF THE PROJECT WITH THE EXCEPTION OF MEANS AND METHODS,



INCLUDING SUBCONTRACTING, SCHEDULING, SAFETY, AND ALL MATTERS THAT IMPACT THE COST OF THE JOB. SUPERINTENDENT WILL HAVE
ULTIMATE AUTHORITY WITH REGARD TO MEANS AND METHODS, INCLUDING TASKING SUBCONTRACTOR'S DAILY WORK FORCE. SUPERINTENDENT
WILL BE DIRECTED BY THE DIRECTOR OF OPERATIONS ON ALL PROJECT RELATED MATTERS AND WILL BE DIRECTED BY THE GENERAL

SUPERINTENDENT WITH RESPECT TO EVALUATIONS, TIME OFF, TRAINING, ADHERENCE TO COMPANY PROCEDURES AND ALL OTHER ADMINISTRATIVE
TASKS.

INTERESTS/TEMPERAMENT DEMANDS

MUST BE HIGHLY MOTIVATED TO ACHIEVE COMPANY AND PERSONAL GOALS.

SHOULD BE A ROLE MODEL AND SET EXAMPLE FOR ENTIRE FIELD STAFF AND CONDUCT SHOULD REFLECT CREDIT UPON INDIVIDUAL AND COMPANY.
SHALL BE A LEADER OF PEOPLE WITH EFFECTIVE COMMUNICATION SKILLS WITH HIGH MORAL AND ETHICAL STANDARDS.

EDUCATION AND EXPERIENCE REQUIREMENTS

FIVE YEARS SUPERVISORY EXPERIENCE IN INDUSTRIAL/COMMERCIAL CONSTRUCTION WITH DIRECT RESPONSIBILITY FOR PROJECTS OF $1MILLION IN
VALUE.

OSHA CERTIFICATION, FIRST AID AND CPR CERTIFICATION.
HIGH SCHOOL REQUIRED. POST SECONDARY TRAINING HIGHLY ENCOURAGED, |.E., BLUEPRINT READING, LEADERSHIP TRAINING, COLLEGE COURSES,
ETC.

WORKING CONDITIONS:

INDICATE THE NATURE OF THE WORKING CONDITIONS.

_ STANDARD OFFICE ENVIRONMENT 30 % OF TIME

_ TRAVEL REQUIRED 40 % OF TIME

_ LIFTING REQUIRED 10 % OF TIME

_ CONTINUOUS STANDING 40 % OF TIME

EXPOSURE TO CHEMICALS 20 % OF TIME

EXPOSURE TO LOUD NOISES 40 % OF TIME
_ OTHER (DESCRIBE) % OF TIME

REQUIRED TO INSPECT THE JOBSITE INCLUDING: CLIMBING LADDERS, SCAFFOLDING, ETC., TO VIEW THE PROGRESS OF CONSTRUCTION.

JOB TYPE: FULL-TIME
REQUIRED EXPERIENCE:

TIMBERLINE: 3 YEARS

INDUSTRIAL/COMMERCIAL CONSTRUCTION: 6 YEARS
SUPERINTENDENT: 6 YEARS

MICROSOFT OFFICE: 5 YEARS



RIGHT AT HOME HAS MULTIPLE OPENINGS AVAILABLE IMMEDIATELY IN THE FOLLOWING AREAS:

ADDISON, BARTLETT, BELLWOOD, BENSENVILLE, BERKELEY, BLOOMINGDALE, CAROL STREAM, CHICAGO, ELGIN, ELK GROVE VILLAGE, ELMHURST,
FRANKLIN PARK, GILBERTS, GLEN ELLYN, GLENDALE HEIGHTS, HANOVER PARK, HILLSIDE, ITASCA, LA GRANGE PARK, LOMBARD, MAYWOOD, MEDINAH,
MELROSE PARK, OAK BROOK, RIVER FOREST, RIVER GROVE, ROSELLE, SCHAUMBURG, SCHILLER PARK, SOUTH ELGIN, ST. CHARLES, STONE PARK,
STREAMWOOD, VILLA PARK, WAYNE, WEST CHICAGO, WESTCHESTER, WHEATON, AND WOODDALE

RIGHT AT HOME HAS ESTABLISHED AN EXCELLENT REPUTATION FOR QUALITY CARE FOR OUR CLIENTS. OUR CNAS AND CAREGIVERS ARE A
VALUABLE ASSET TO THE RIGHT AT HOME TEAM. AS PART OF OUR TEAM YOU MAKE A DIFFERENCE IN OUR CLIENT'S EVERYDAY LIFE.

CERTIFIED NURSING ASSISTANT (CNA) / CAREGIVER JOB DESCRIPTION:
PROVIDE FOR THE PERSONAL NEEDS AND COMFORT OF PATIENTS IN THEIR HOMES.
PERFORM PERSONAL CARE ACTIVITIES THAT ASSIST THE PATIENT WITH ACTIVITIES OF DAILY LIVING.

CERTIFIED NURSING ASSISTANT (CNA) / CAREGIVER BASIC RESPONSIBILITIES:
PERSONAL HYGIENE (BATHING, CARE OF MOUTH, SKIN AND HAIR)
AMBULATION - ASSIST AS NEEDED

MEAL PREPARATION
DRIVING TO APPOINTMENTS (VALID DRIVER'S LICENSE AND AUTO INSURANCE REQUIRED)
PERFORM HOMEMAKING ACTIVITIES TO PROVIDE A SAFE CLEAN LIVING ENVIRONMENT WHICH INCLUDE (BUT NOT LIMITED TO) GENERAL

HOUSEKEEPING AND CLEANING, CHANGING BED LINENS, DOING LAUNDRY, GROCERY SHOPPING, TAKING CLIENTS TO THEIR APPOINTMENTS.



CERTIFIED NURSING ASSISTANT (CNA) / CAREGIVER BENEFITS:
OPPORTUNITY TO WORK FOR A PREMIER HOME HEALTH COMPANY
COMPETITIVE PAY (WEEKLY)

FLEXIBLE SCHEDULING

REWARDS AND INCENTIVES AVAILABLE

LIVE-IN SHIFTS AVAILABLE

CERTIFIED NURSING ASSISTANT (CNA) / CAREGIVER:
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