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JOB POSTINGS AVAILABLE
Part Time/Full Time Administrative Assistant Position
 Job Description:
Comfortable with computers and learning new software, excellent phone skills
Knowledge of Excel and Word
Must be organized and have excellent time management skills
Duties Include:
· Answering phones
· Filing
· Calling on Wholesale Store for orders
· Sending emails of specials to Wholesale Stores
· Follow up with Accounts Receivable Aging report sending statements to customers
· Entering Accounts Receivable payments
· Match Purchase Orders and Invoices and entering
· Printing and adjusting time sheets
· Ability to learn new software and process paperwork as needed
Other:
· Work as a team
· Good communication skills	
· Organized
· Good time management and multitasking skills

Benefits:
· Full-Time, Part Time
· Competitive Wage
· Bonus Pay
· No Weekends
· Health & Dental Benefits for Fulltime
· Paid Holidays PTO/Vacation for Fulltime
· 8 hour shifts Monday  - Friday

Contact: 
Stop by Beehive Botanicals for an application
16297W Nursery Road, Hayward WI 54843
Email michelle.forrester@beehivebotanicals.com Call 715-634-4274
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