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POSITION: ADMINISTRATIVE ASSISTANT
Hamilton Partners, a premier downtown Salt Lake Real Estate Developer/Property Management Company, is looking for an experienced Administrative Assistant to perform a variety of administrative and clerical tasks.  The ideal candidate must be detailed oriented, organized and self-motivated, with the ability to multi-task.  The candidate should possess excellent oral and written communications skills.  Responsibilities include, but are not limited to, preparation and maintenance of files, preparation of monthly property management reports.  Receptionist duties, which will include direct interface with tenants and customers. Support managers and employees, assistance in daily office needs and management of the company’s general administrative activities.  Candidate should also have a skilled knowledge of accounts payable and other bookkeeping requirements. Proficiency in MS Office, Excel, Word, PowerPoint and Outlook. We offer excellent compensation benefits.  To be considered for this position, an application MUST be completed.  Applications can be downloaded at https://www.hamiltonpartners.com/about/careers and e-mailed to ddecker@hpre.com.

 
Hamilton Partners, Inc.
300 Park Blvd, Suite 201
Itasca, IL  60143
Attn: Debbie Decker
Fax: (630) 250-4858
Email: ddecker@hpre.com
 

Resumes, references and a cover letter will be accepted through March 16, 2020
 
