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Location Kansas
https://www.genclassifieds.com/x-739251-z

  QR Code Link to This Post
 We are immediately hiring Office Assistant. 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.
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 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 PresidentÃ¢??s
Ã¢??advanceÃ¢?? on local and overnight travel, reviewing and finalizing the PresidentÃ¢??s reading and call lists, and otherwise performing a wide range of complex
and highly sensitive projects for or on the PresidentÃ¢??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
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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

                             9 / 29



 
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.
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 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 a computer monitor and use repetitive motor techniques for prolonged periods of time.
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 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.
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 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
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 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
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 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.
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 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 (i.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.
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 OSHA Certification, First Aid and CPR Certification.
 High School required. Post secondary training highly encouraged, i.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
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 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 Requirements:
 A valid drivers' license and current automobile insurance. Caregivers must be at least 18 years of age. Previous home care experience, experience working with
Alzheimer's or Dementia and proof of CNA or HHA training is highly desirable but not mandatory. CNA/Caregiver must possess the ability to build rapport with patients,
exemplify compassionate and caring demeanor, with the ability to work well in a team environment. We are committed to hiring the very best employees to serve our
valued clients. As a result, we assess applicants on several dimensions. We will do a criminal record check, we'll check your references and speak with your former
employers. In addition, all candidates who are offered employment must successfully pass a competency test along with a drug screen.

 Must have compassion, willing to work hard and be on time.
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 Job Type: Part Time

 Rate of Pay: $10.00 to $10.50/hour (depending on experience)

 from 10am to 5pm Tuesday thru Friday to conduct a phone
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