Facility/Office Assistant – Temporary (Summer)
Job #563-T
Pay Range:  $18.00 - $24.00/hour
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Description:

Photo-Sonics, Inc. is an international leader in state-of-the art optical tracking systems in Chatsworth and has an immediate opening for a temporary Facilities/Office Assistant. 
The temporary Facilities/Office Assistant provides support to ensure daily department operations run smoothly and that the facility environment is safe, clean, and organized. This position is ideal for high school students seeking temporary, part-time summer or seasonal work. 

Responsibilities include but no limited to:

· Provide clerical work in a business office to include making copies, scan documents, and assist with data entry or filing.
· Assist with light cleaning/sanitizing of workspaces, conference rooms, and common areas.
· Arrange furniture and equipment for meetings, events, or classes.
· Assist staff with special administrative projects or event preparations.
· Supporting special projects as needed
Requirements:

Education: 
· High school education
Experience:
· Strong verbal and written communication skills.
· Ability to follow oral and written instructions.
· Punctual, reliable, and able to work independently or in a team.
· Basic knowledge of office equipment (computers, printers, copiers).
· Physically able to move, set up, or arrange furniture and supplies. 
Physical Requirements include: 
· Ability to frequently stand, walk, use hands and reach with hands and arms.
· May be required to lift up to 50 lb
· Comfortable working in lab and production floor
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