*** Part-Time Employment ***

Administrative Assistant

Posted April 23, 2006

Royer Engineering Services, Inc. environmental consulting firm is seeking a

dynamic administrative assistant for our office in Lakeview Terrace, located

approximately 15 minutes from the CSUN campus. Preferred applicants should

be currently pursuing a BS in Environmental and Occupational Health with a

recommendation from a member of the CSUN Environmental & Occupational

Health faculty. Freshman and sophomores who are interested in later pursuing

an industrial hygiene internship are encouraged to apply.

Job responsibilities will include:

o Filing project and laboratory documentation

o Copy, binding and mailing of industrial hygiene and environmental reports

o General front office, answering phone responsibilities

o Ordering field supplies and laboratory sample media

o Assisting with accounting, if appropriate

o Limited office supply procurement and laboratory drop-off duties

o Other miscellaneous office duties

Internship requirements include:

o Must be eligible to work legally in the United States

o Excellent verbal and written communication skills are mandatory

o Practical experience with MS Office (Word, Excel) is required

o Familiarity with QuickBooks accounting software is preferred

o A minimum of one year experience in an office environment is preferred

o Must be licensed driver with insurance and excellent driving record

o Ability to travel locally is required (mileage is reimbursed)

o Ability to work 10-20 hours per week is required

Compensation shall be $7.00 - $10.00 per hour, depending upon existing

experience and skills. Interested candidates should email resume to

admin@royerengineering.com or fax their resume to (818) 890-5443
