Position Type: 

Off-campus Summer Employment 

Number of Positions: 

1 

Job Title: 

Reception 

Job Location: 

*Halifax Regional Municipality (HRM) 

Rate of Pay Type: 

Hourly 

Salary: 

$12.50/hour 

Hours per Week: 

37.5 

Employment Type: 

Administrative and Support Services 

Job Description: 

The successful candidate would be representing Eisenhauer Insurance as the first point of contact, either in person or on the phone. Using time management skills, you would be responsible for directing the office by keeping the flow of business organized and consistent while completing the necessary administrative duties. 

Job Requirements: 

 Languages: Speak English, Read English, Write English 
 Numeracy  
 Problem Solving 
 Critical Thinking 
 Computer Skills 
 Organizational and Time Management Skills 
 Multi-tasking 

Application Procedure: 

In Person Only 

Application Documents: 

	Cover Letter

	Resume

	


Organization: 

Eisenhauer Insurance 

Division: 

Head Office 

Salutation: 

Mrs. 

Job Contact First Name: 

Christy 

Job Contact Last Name: 

Silvestri 

Contact Title: 

Reception 

Phone: 

(902)902 454-5888 ext 228 

Website: 

http://www.eisenhauerinsurance.com/ 

Email: 

christysilvestri@eisenhauerinsurance.com 

Address Line One: 

362 Lacewood Drive 

Address Line Two: 

Suite 205 

City: 

Halifax 

Province / State: 

Nova Scotia 

Postal Code / Zip Code: 

B3S 1M7 

Country: 

Canada 

Application Deadline : 

Mar 30, 2012 

