This position will support the President, with occasional support to the Director.

Calendar management
Email management
Meeting & conference arrangements
Correspondence
Take minutes at meetings
Report writing using MS 
Invoicing
Events coordination


min. 5 years related experience a must

Location: Scarborough
 
 
 
Danette
 
Danette Milne Corporate Search Inc.
4981 Hwy. 7 E., Unit 12A, Suite 205
Markham, Ontario
L3R 1N1
 
(416) 410-1814
danette@dmcorpsearch.com

