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« Keep the office running smoothly and organized
« Provide friendly support to clients and guests
« Assist with meeting rooms and office tasks
« Plan and host community events
« Work in a dynamic, international environment

« Learn new skills in customer service and office management
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« Customer service experience (in stores, offices, or client-facing roles)
« Experience using office equipment (copiers, phones, etc.)
« Basic computer skills, including MS Office

« Good communication and hospitality skills
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