Employment Opportunity

Large Regional Home Builder is looking for an Office Coordinator.
General Summary
Provides Regional Office team with administrative help, such as general office duties, billing reconciliation, date entry, construction coordination, and acquires all building related permits and approved plans for construction department.
Job Specifications
Minimum High School education
Over 2 years working in administrative environment
Detail oriented with strong organizational skills
Strong communication skills (written & verbal)
Proficient in computer skills, word processing, spreadsheet, database
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