Marketing/Administrative Assistant
We’re looking for an All Star! The ideal candidate will have just the right combination of Marketing, Customer Service, and Administrative Assistant experience. This person should have the ability to take initiative, plan, prioritize and handle multiple tasks simultaneously while keeping the creative juices flowing and a smile on their face. If you possess these qualities then you are who we’re looking for! 

Overall responsibilities include:
· Assist CEO

· Assist in all areas of Marketing and event coordination

· Perform a variety of administrative duties (typing, proofreading, copying, filing, etc.)
· Update company website information
Requirements:

· 2yrs of Marketing experience

· Strong Customer Service skills
· Positive Attitude

· Excellent interpersonal, written, & oral communication skills

If you’re a motivated individual  who would like to work for a company who considers their employees their greatest asset then please email your cover letter, resume and application to: zsantiago@kleenmark.com
