Type: Business Admin/Management

Job Title: Executive Assistant (RAD 2)

Job Description:

An interesting and rewarding placement opportunity to work in a small Market Research company.

It involves both office work and field research in variety of environments. Core duties will combine

both ‘back-office’ and telephone interviews. Reporting to the Director, tasks and responsibilities will

include:

Telephone interviews with clients and potential clients

Some face to face Interviews

Data inputting to the Company’s bespoke Survey Solution

General office duties

NB these are indicative duties and as a small company things are liable to rapid

change.

Hours of work normally 36 per week (some out of hours Field Research duties

required).

Start Date: February/March 2009

Duration of Placement: 6 to 9 months

Remuneration: £600 per month

Visit: http://www.placement-uk.com/ops/job.php?id=706&job=Executive-Assistant
Placement UK, 12 Station Rd, Kenilworth, Warwickshire, CV8 1JJ
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