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RESPONSIBILITIES
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2310 - ' The Operations Team Member is responsible for overall administrative management of the

Rubicon Headquarters office as well as satellite offices. The successful candidate will:

Provide exceptional service to both internal and external clients.

Rubico ernationa 3 . Execute event coordination.
_ _ _ _ ] Handle time sensitive projects.
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] Manage daily office operations.
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] Maintain and continually elevate the firm’'s internal and external marketing presence.
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REQUIRED PROFESSIONAL/PERSONAL SKILLS
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. Enthusiastic, confident and self-motivated with a strong interest in the field of
anageme progra aeveloped Education.
bv Rubico e partne ] Exceptional organizational skills and leadership qualities to manage and coordinate
complex projects.
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] Flexible with a strong interest in working in a team environment.
ougno € World 10 pian and =  Excellent verbal and written communication skills and the ability to interact
SlEE s sEEee professionally with a diverse group of people.
Joing. Rubico o e = Ability to successfully engage in multiple initiatives simultaneously.
= Analytical expertise and detail oriented focus.
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. Familiarity with planning extensive international and domestic travel.
aking a daiierence €a 9 = Highly proficient in desktop applications including the Microsoft Suite. Knowledge of
and lea 5 o Atla dlicatio Photoshop is a plus.
S , - Ll Experience or familiarity with educational systems, processes and terminology a
QleElEe] @ oliete plus.
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do 0 Portland e Location: Portland, Oregon
educational and tra a fa Hours:  Full-time
i _ _ Dates: Immediate
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This is a salaried opportunity based on skills and experience.
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Interested candidates should email a resume, cover letter and 3 references to:
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Kathrine Giacchino

Rubicon International

One World Trade Center, Suite 1200, 121 SW Salmon, Portland, OR 97204
503.223.7600 | kgiacchino@rubicon.com

RUBICON INTERNATIONAL = +1503.223.7600 = WWW.RUBICON.COM



