
Administrative Assistant

Position Description

Job Summary

Dibble Engineering employs the industry's finest engineers, planners, and technicians, providing expertise and valued resources for federal, state and local agencies and private clients. This is an opportunity for you to join our fine group of professionals.

The Administrative Assistant provides client service to all internal and external clients.  Duties include distribution, coordination and delivery of company information and deliverables, maintaining office resources and supplies, perform administrative tasks, support the receptionist position in answering and properly directing inbound phone calls and walk in visitors, as well as assisting marketing, accounting and engineering staff on proposals and other project deliverables.
Requirements

The successful candidate will demonstrate the ability to set priorities and complete duties in a timely manner.  In addition to proven organizational skills and strong verbal and written communication skills.  Experience in MS Office products, including Microsoft Word and Excel are required.  The selected candidate will also demonstrate a strong background in providing exceptional customer service.
Benefits:

Competitive compensation and benefits package. [Click for details]


Please send your resume to:
Dibble Engineering
7500 North Dreamy Draw Drive, Suite 200
Phoenix, AZ 85020
FAX: 602.957.2838

EMAIL: Employee Relations
EQUAL OPPORTUNITY EMPLOYER


