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Empire Realty is currently hiring for the following positions, and we want yol
work for our team...

Administrative Assistant to Property Management and Maintenance:

EMPIRE REALTY

SERVICES GROUP, INC

Administrative Secretary to Office Staff:

Must possess an office friendly/customer service-oriented personality
Clean attendance for duration of employment. No excessive call offs
Knowledge of spreadsheets through excel and other Microsoft Suites|
Attention to detail

Availability for M-F work hours between 8am and 2pm
Filing abilities

Able to help in the scheduling of work orders for the field
Calendaring large projects with department coordinators
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Answering phones

Greeting clients
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