Administrative Assistant Opening

Job Description  Administrative and staff support functions including  project coordination, business writing, purchasing, project oversight and research.. 
Required Skills
1. Excellent writing and oral communication.

2. Experience in Microsoft Office, Excel, Word.

3. Organization skills

4. Research skills

5. Internet savvy 

Salary negotiable based upon experience. 
About Us     BookHolders utilizes technology to create a consignment based interfere that sells college textbooks at an efficient rate, there by combating the high cost of college textbooks.   The company, established in 1999, has had substantial growth that includes local and web based markets. 

If you’re up to the challenge, please email us your resume at jobs@bookholders.com
