
admin/office

Admin Asst with Computer Skills for Physical Therapy Office
Lewisville, TX
75057

I am looking for the right person to be my right-hand assistant. This is a very busy and important position. [optional: My last assistant was with me for over 7 years but got married and had to move away :( ]

We have been steadily growing for the last 15 years and plan on expansion.

You must love being busy and have good experience with health, wellness, fitness, exercise, and/or sports.

WHAT YOU WILL BE DOING:
1) Computer work: assisting with wordpress websites, blogging, and social media.
2) Customer service: emailing, phone calls, texting and face-to-face
3) Creatives: give your opinion on advertising designs and solicit other's opinion.

You will also schedule appointments and run errands a lot.

REQUIREMENTS:

1. Live near Lewisville, TX (within 10 miles)
2. Organized and good with computers (especially mac), word, pages, excel
3. You love talking to people and helping
4. Good experience with fitness, exercise, and/or sports
5. Your schedule is flexible, can work some weekends
6. Able to travel across country occasionally

**IMPORTANT** If you want to be considered for this position YOU MUST, call (877) 316-3058 and leave a voice message answering the following questions:

1)	What is your name
2)	Where do you live? --city/state
3)	What did you like most about your last job?
4)	Why are you interested in this job?
5)	What pay range are you looking for?
6)	Are you looking for part-time, full-time, or either?
7)	Are there any days, or times, you are absolutely unavailable to work?

You MUST complete the steps above even if submitting a resume.

If you do send anything via email, you must put the code "IWANT" in the subject line or it will not be read. 

Thank you and good luck!

[employment type: f/t, p/t, etc]

$24k to $40k per year. Benefits, health insurance, and bonuses available

