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CEO Assistant

SALARY

£15 per hour
o IR —
JOB DESCRIPTION

Your role will include directly reporting to the CEO, being driven,
ambitious and wanting to get on.

You'll have responsibility, have authority by your role, and will support
the CEO in meetings with staff, whilst ensuring staff targets are met.

Your role will also involve clerical work and working on your own
initiative with your own projects, as the role is very varied.

In effect you are the CEQO's right hand person.

No experience is necessary apart from intelligence and a strong will to
succeed.

You must provide hospitality to all guests and help to create a
welcoming environment.

Answering main phone lines and responding to all forms of inquiries is
also a must.

This role is full or part time and can involve flexible hours to suit other
arrangements if necessary.

We are very flexible about days and hours. Whether it is full time part
time, flexi hours or to fit in with graduate work or the school run,
Sunday to Thursday, Monday to Friday or just a couple of days, we have
positions to suite.

We take on graduates & retired people with our flexible hours policy
and everything in-between!

Applicants must hold a UK Driving License, and be Midlands based.

Applications, including a CV and covering letter are invited. Please
provide a personal email address for correspondence.
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You'll have responsibility, have authority by your role, and will support the CEO in meetings with staff, whilst ensuring staff targets are met. 





Your role will also involve clerical work and working on your own initiative with your own projects, as the role is very varied. 





In effect you are the CEO's right hand person. 





No experience is necessary apart from intelligence and a strong will to succeed.





You must provide hospitality to all guests and help to create a welcoming environment.





Answering main phone lines and responding to all forms of inquiries is also a must. 
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