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Eastern Fabricators is requesting applications from qualified candidates with interest in joining our growing company as an Administrative Assistant, performing a variety of financial and administrative tasks.
The nature of this position requires an individual who has high level competencies in office-related computer skills, and able to work in a busy, fast paced environment.

Qualifications
Education/Certification:

· A Certificate in Office Administration

· Experience would be considered a strong asset

Preferred Skills/Capabilities:

· Comprehensive knowledge and skills in word processing, and spreadsheet applications

· Excellent organizational skills

· Excellent communication skills

· Ability to thrive under pressure and meet deadlines while paying attention to detail

Responsibilities:
· Customer service both over the phone and in person
· Administrative support for financial, personnel, and administration functions

· Electronic inventory tracking, data entry and filing

· Maintain confidential files

· Assist administrator in monitoring and maintaining up-to-date records of employees

· Performing other related duties as assigned 

To apply, please send your resume, and cover letter to, tcormier@easternfabricators.com or jtrainor@easternfabricators.com 
For more information on Eastern Fabricators visit our website at www.easternfabricators.com
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