	HollyHedge Estate
Job Application

	Job Title: Administrative Assistant

	Work Location: HollyHedge Estate, 6987 Upper York Road, New Hope, PA 18938

	Division/Department: Events Office

	Reports to: Event Coordinators

	( Full-time

( Part-time
	( Exempt

( Nonexempt
	( Mandatory Work Days: Monday-Thursday
( Additional Work Day: Every other Saturday preferred

	Essential Duties and Responsibilities: 
To assist Event Coordinators with organization and communication of the office by performing administrative tasks. Must respond to high volume of emails, telephone calls, and general event inquiries, as well assisting with event paperwork. Requires someone who can work discreetly and tactfully while working with clients, and independently when necessary.

· Answer emails and telephone calls regarding event inquiries
· Schedule appointments for clients to meet with Event Coordinators
· Assist with compilation and organization of event paperwork
· Perform related duties as assigned by supervisor
· Maintain compliance with all company policies and procedures


	Education and/or Work Experience Requirements: 
· Excellent verbal and written communication skills, including ability to effectively communicate with current and prospective clients
· Excellent computer proficiency (MS Office – Word, Excel and Outlook)
· Must be able to work under pressure and meet deadlines, while maintaining a positive attitude and providing exemplary customer service
· Ability to work independently and to carry out assignments to completion within parameters of instructions given
· Must have presentable appearance and professional demeanor 
· High school diploma or GED required
· Associate degree preferred


	Physical Requirements: 
· Must be able to lift and carry up to 50 lbs.
· Must be able to talk, listen and speak clearly on telephone


	Application Requirements:  (Please email application to events@hollyhedge.com)
· Cover Letter

· Resume

· Three letters of reference


	Print Employee Name:                                                                                                                                                         .



