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@ Good English communication skills # Provide administrative support

and assist with daily operations

# Handle office tasks and
communication

@ Previous office / administrative
experience

0 ACCDUHtlI’Ig experience 1s an ® FPocordland manage company

advantage :
income and expenses
@ Available to start immediately 4 .
# Prepare simple financial reports
(preferred)

# Coordinate with staff, suppliers,

@ Organized, responsible and , ,
guests and service providers

detail-oriented

" @ Good computer skills #  Assist in various tasks as assigned a 4
}(—' (MS Office, Google, etc.) # Support the smooth running c-
,kf-_.': @ A team player with a positive attitude of camp operations . c
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JOIN OUR TEAM AND ®p WE VALUE HONESTY, LOYALTY
MAKE A DIFFERENCE! =5 AND TEAMWORK &




