
 

Clerical Assistant (Remote)
Contact: Jason Tripps
Email: applyandresumes@gmail.com
https://www.freelocalclassifiedads.us/los+angeles/jobs/admin-clerical/clerical-assistant-remote_i525
0719

Address: Los Angeles
Price: Free

Clerical Assistant (Remote): As a clerical Assistant, you perform administrative tasks. most be very organised, have good IT and communication skills and a good
telephone manner. Responsibilities include filing, dealing with correspondence, maintaining data using computer or manual systems, payroll assistant, bookkeeping and
other general office duties FROM HOME.

Answering phone calls
Managing filing system
Maintain meeting minutes
Maintain meeting minutes
Filing
Replying to emails
Managed office documentation
Other general office duties

Text 409 333 0401 or/and email applyandresumes@gmail.com
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