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A Reason To Season
ADMINISTRATIVE OFFICE ASSISTANT
We are currently accepting Applications and resumes for the postion of Administrative Office Assistant. Qualifications for this position include, but is not limited to:

· Two (2) years administrative office experience.
· Strong communication skills in English, both written and orally.

· Ability to lift 25 lbs.

· Customer service experience.

· Multi-phone line system experience.

· MS Office experience required.

Essential Functions of this position include but are not limited to:

· Answer multi-line telephone and direct calls to appropriate personnel.

· Assist various departments with general needs.

· Greet and assist visitors.

· Open/sort incoming mail.

· Collect and prepare weekly packages to be sent to corporate headquarters.

· Office supply ordering.

· Compose letters, faxing, copying, scanning documents, etc.
Please note position applying for and submit application or resume to the Lebanon Career Center or the facility at:

R.L. Schreiber, Inc.

710 Hendrickson Dr.

Lebanon, KY  40033

Attn: Human Resources

Or email to bcooley@rlsinc.com.

