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Personal Assistant/Account Manager for US Based Marketing Agency (Remote)

Apply Now

Company: Paired

Location: Argentina

Category: other-general

Paired is a global staffing and recruiting agency that specializes in pairing remote work with top-

tier talent. We help individuals from around the world connect with great companies that

are looking for their specific skill set. Our mission is to provide great jobs to talented people, no

matter where they are located.

Our client, a US based company, is currently seeking an Personal Assistant with

experience as Account Manager to join their team. As an Personal Assistant, you will be

responsible for acting as the point of contact between the manager and clients. This role offers

the opportunity to work remotely, allowing flexibility and the ability to work from anywhere.

Responsibilities:

Acting as the point of contact between the manager and clients

Screening and directing phone calls and distribute correspondence

Handling requests and queries appropriately

Making the client aware of other services and actions that may lead to greater success

Monitoring the client’s budget, explaining costs, and negotiating new terms if

necessary

Requirements

Knowledge of office management systems and procedures
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Experience as Account Executive in a Design Agency

MS Office and English proficiency

Outstanding organisational and time management skills

Negotiate

Solve problems

Communicate well both verbally and in writing

Benefits

Work from Anywhere

Competitive Salary (USD)

Flexible Hours

Apply Now
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