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                               The job of Administrative Assistant (Office Assistant)
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A. - Where do companies advertise jobs?
     - How do you search for candidate employees as a company?
[image: ][image: ]LinkedIn

	Your website 

B.
External websites 
Newsletters
 Industry Blogs
Your own reject pile
Ask your team
LinkedIn
 Social Media, paid or unpaid 
Job referrals 
Job centers
Ask your customers
Recruiters  
Local Press
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Job Reference Number: RY08/364
Administrative Assistant 
C. Here is a job advertisement. It comes from an online recruitment site. 



30 K p.a. plus 25 days vacation and pension plan. 
42 hours per week approx. Starting ASAP.
This is a great opportunity to join a busy and established business. Our client is a large manufacturing firm based in southwest Chicago, who is looking for an admin. assistant to help in the running of its busy office. 
[image: ]Duties will include:
· [image: ]Answering the telephone, transferring calls and taking messages
· Managing stock and stationery 
· Filing documents and maintaining the filing system 
· Audio/copy typing
· [image: ]Making travel and accommodation arrangements
· [image: ]Arranging meetings and diary management 
Essential:
· A typing speed of at least 50 wpm
· Ability to work to deadlines 
· Good IT skills esp. in word processing and spreadsheets
Desirable:
· 1 yrs admin experience desirable
· Exp. in taking meeting minutes and dictation 
We are looking for a good communicator with excellent attention to detail, a positive attitude and an organized approach. The candidate should have the ability to work both in a team and on his/her own initiative. Experience within manufacturing environment would be beneficial to your application. 
To apply, please email your CV and a cover letter to Helen Walker at S.T. Recruitment. 

1. What information do you get from this ad?

· J_ _  T_ _ _ _             (Administrative Assistant)
· S_ _ _ _ _                   (30 K p.a.)
· H_ _ _ _   p_ _    w_ _ _              (42)
· B_ _ _ _ _ _ _                     (25 days vacation and pension plan)
· L_ _ _ _ _ _ _                     (southwest Chicago)
· A_ _ _ _ _ _ _ _ _ _    P_ _ _ _ _ _ _ _                 (email your CV and a cover letter to ….)

2. What do these abbreviations stand for? 
[bookmark: _GoBack]K  –   p.a.   –   esp.   – exp.   –   yrs   –   IT   –   wpm   –   approx.    -   ASAP  -   admin  
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Recruiting Manager
Help Shape HPR's Future

Employment internship

Recruiting n
Branding Program

Flex your sourcing & We have world-class talent who The NPR internship
networking muscles, build  gets social media. Our fans are  program is a vital talent
pipelines of technical/digital/ awesome. We like to pool with a rich history.
journalism, practice experiment. We're not afraid to You will own i, steer it,
‘embedded recruiting' in a  fail. Candidate experience enhance it, and help us find
variety of disciplines. Must  matters to us. This is a ripe the next Ari Shapiro and
have tech/digital experience. environment for recruiting Audie Cornish.

MacGyvers.

" What Does Success Look Like?

'/ Your hiring managers and partners love you, you get them, you'rs invaluable to them

We'll have built an employment brand that sets the bar, and helps NPR connect

m\/ We've successfully built an NPR Talent Networlk of diverse technical, digital and
journalism talent.

[ Weive figured out how to develop compaling multimedia nitatives, including video,

into our recruiting marketing and employment branding campaigns.

We've gotten smarter about data, and can effectively use sophisticated metrics and
analytics to inform and drive talent strategies.
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J0B OPENINGS!

GO OSA SIS
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What information is included in a job advertisement?

VACANCY ANNUUNDEMENT

General Description
Duties.
Knowledge, Skills, and Abllities

Education and Experience Requirements.

Starting Salary Range

S )

Application Instructions.

hitos://wwnwthebalancecareers.com/what-information-is:
Included-on-a-job-posting 1669554




