Keep Pearland Beautiful Administrative Assistant Job Requirements:
· High School equivalent verbal, written and arithmetic skills.
· Knowledge of telephone protocol, including professional verbal and written communications skills and keyboarding skills.
· Experience with Microsoft Office, including ability to create and edit Word documents and Excel spreadsheets.
Keep Pearland Beautiful Administrative Assistant Job Description:

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing and filing.
· Maintain hard copy and electronic filing system.

· Attend meetings and take minutes.

· Answer phone, provide information and direct calls to appropriate staff members.

· Participate in community outreach activities.

· Assist the executive director with any task assigned.
