Executive Assistant – Contract Position with T-Mobile

Responsibilities include preparing and processing correspondence; interfacing with invoicing systems; interacting with clients and cross-functional groups; planning team events; scheduling and coordinating meetings and travel arrangements; preparing expense reports; assisting with department projects; other customary administrative duties. 
Minimum Required Skills / Competencies: 

· 5+ years related work experience 

· Detail-oriented, highly organized, resourceful, proactive and self-motivated

· Proven efficiency working in a fast paced environment, managing multiple priorities within tight deadlines 

· Excellent written and verbal communication skills, as well as computer proficiency with common office software, including Microsoft Windows, Word, Excel, PowerPoint, and Outlook 

· Strong interpersonal skills and comfortable working with a variety of professional styles Good business judgment and problem solving skills

· $45K

Contact:
Tiffany Stevens
Vaco National Accounts Program, Recruiting Specialist 
5410 Maryland Way, Ste 460
Nashville, TN 37027
Office Phone: 615-324-5095
Cell Phone: 615-601-9300
Fax: 615-324-8245
tstevens@vaco.com
www.vaco.com
