
Company Name: Williams Hotel Group
Job Title: Administrative Assistant

Type: Leisure and Hospitality

LOCATION: Valdosta, Georgia STATUS: PT Employment, FT Employment FLSA STATUS: Non-Exempt

DUTIES

Responsibilities and Duties:

As an Administrative Assistant, you would be responsible for performing the following tasks to the highest standards:

Serve as subject matter expert on Excel.

Update operational spreadsheets on a daily basis.

Monitor daily data flow to ensure that automatic data applications are functioning properly.

Identify and suggest process improvements.

Provide support in evaluating the effectiveness of current processes and suggest actions to streamline processes and

maximize efficiency.

General reception duties – greet clients and answer phone calls.

Provide training and support to other team members.

Identify and report on issues.

General administrative duties, as assigned.

Other duties as assigned.

SHIFT WORKED

Day

WORKING CONDITIONS

Office, number of hours is flexible, part time or full time.

MINIMUM QUALIFICATIONS

Advanced knowledge of Microsoft Suite (Advanced Excel skills required)

PREFERRED QUALIFICATIONS

N/A

SALARY AND BENEFITS

$14/hour

REQUIRED TESTS

Excel Skill Assessment

GUARANTEED INTERVIEW

Yes

APPLICANT INSTRUCTIONS/INFORMATION

Application Deadline: 3/29/2024



THIS IS A POSTING FOR AN EXTERNAL EMPLOYER. Although all application packets MUST be completed via the Online

Job Center at https://www.easyhrweb.com/JC_Wiregrass/JobListings/joblistings.aspx some external employers may

require you to also submit application documents to them directly. The position ad will contain this information. As a

part of the application process, interested candidatesmay be required to upload other documents such as a resume,

transcripts, etc (see job center listing for more details). This posting will be removed from the Online Job Center on the

date posted above. For more information regarding this position or application instructions, please contact the Human

Resources & Career Services Office at (229) 333-5356 or careerservices@wiregrass.edu

EQUAL OPPORTUNITY EMPLOYER STATEMENT

As set forth in its student catalog, Wiregrass Georgia Technical College does not discriminate on the basis of race, color, creed,
national or ethnic origin, gender, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship
status (except in those special circumstances permitted or mandated by law). Any violation or questions may be directed to:
Shalonda Sanders, Title IX Coordinator (all campuses), Associate Vice President for Human Resources, Valdosta Campus, Brooks
Hall, Room Rm. 548, (229) 333‐5356 or shalonda.sanders@wiregrass.edu; OR Katrina Royal, Student ADA Section 504
Coordinator (all campuses), Special Populations Testing Services Coordinator, Valdosta Campus, Berrien Hall, Room 116A, (229)
333‐2100 ext. 1236 or katrina.royal@wiregrass.edu *student ADA student disability claims only. Telephone numbers are accessible
to persons who are deaf or hard of hearing through the Georgia Relay by dialing 711 or 1‐800‐255‐0056 from a TTY/TDD.
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