TRIPLE E CONSTRUCTION

Seeking a reliable, detail-oriented
Part-Time Office Manager.
Responsibilities include managing administrative tasks,
tracking projects, communicating with clients, and
preparing proposals, invoices, and other documents.
Proficiency in Microsoft Office and QuickBooks is preferred.
Strong typing, organizational, and cormmunication skills
are essential. Flexible hours. Prior office management or
administrative experience required.

216-831-7622




