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Office Administrator RSCFW7417

Description

Industry
Office/Administration

Reliable Staffing is continuously seeking organized and detail-oriented Office Skills
Administrators for opportunities with reputable companies in the Fort Worth area.

This role is ideal for professionals who excel in fast-paced office environments and

¢ Proficiency in Microsoft

can manage multiple administrative tasks while maintaining a high level of Office (Word, Excel

professionalism and efficiency.

If you think you'd be a good fit for the position, please send your resume to
jobplacements@reliablestaffing.com. Responsibilities may
incoming calls, scheduling appointments, maintaining records, assisting with data
entry, coordinating office activities, and supporting management with day-to-day

operations.

Job Location
777 Main St Suite 667, 76102, Fort Worth, TX, USA

Date posted
April 30, 2026

Valid through
30.04.2031

Base Salary
$16-$20

Employment Type
Full-time

Hiring organization
Reliable Staffing Corporation

Contacts
Send your resume to jobplacements@reliablestaffing.com

Reliable Staffing Corporation

include managing

Outlook)

¢ Data entry and record-
keeping accuracy

e Customer service and
phone etiquette

¢ Attention to detail and
problem-solving abilities

Qualifications

¢ Proven ability to manage
multiple tasks and priorities

e Strong organizational and
time management skills

¢ Professional communication
skills (verbal and written)

¢ Ability to work independently
and as part of a team

Education

¢ High school diploma or
equivalent required
¢ Associate degree preferred

Experience
1-3 years of administrative or office
support experience preferred
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Send Resume
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