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EXECUTIVE ADMINISTRATIVE ASSISTANT

We are a Leading West Michigan Manufacturing Company who is looking for an outstanding candidate to join our Administrative Team as an Executive Administrative Assistant. 

The qualified candidates will be service and team oriented, be familiar with supporting Executives who travel extensively and posses the following qualifications:

· High confidentiality

· Advance computer skills to include:

· Microsoft Word, Outlook, PowerPoint, Excel, and File Management

· Previous professional administrative experience at the Executive level

· Multi-tasked and able to work in a fast-paced environment

· Detail and task-oriented

· Flexibility

· Ability to compose, edit and manage correspondence

The ideal candidate will also possess:

· Ability to use track changes function in word to manage legal documents

· Internet research capabilities

Lorin Industries offers a competitive salary and benefit package.  

LORIN IS AN EQUAL OPPORTUNITY EMPLOYER

