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Hiring Operations Support Specialist

RESPONSIBILITIES

-Greet visitors

-Manage the phone system, route calls, and relay detailed messages
-Sort and distribute inbound mail; prepare outbound mail and packages
-Keep common areas tidy and supplies well stocked

-Manage electronic fleet maintenance system (training provided)

-Pick up and deliver parts; drive pilot car for heavy equipment transport
-Assist other departments in miscellaneous tasks

-Special projects and errands as needs arise

QUALIFICATIONS

-High School Diploma or equivalent

-General comfortability with computers and Microsoft Office Suite

-Ability to drive pickup & trailer for parts running or small equipment hauling
-Friendly, confident, articulate, and professional speaking and writing abilities
-Organization skills that promote efficiency, attention to detail, and accuracy
-Flexibility to prioritize and re-prioritize in a fast-paced environment
-Willingness to jump in where needed no matter how dirty or menial the task
-Desire to learn and grow; be a self-starter

-Ability to lift up to 50 pounds on occasion

-All employees are subject to pre-employment and random drug and alcohol screenings
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SEND RESUME TO HR@RIVERSIDECONTRACTING.COM

Riverside Contracting, Inc. is an Equal Opportunity Employer.




