D&L Sitework is looking for a dependable, organized, and team-oriented Office Assistant to join
our team!

This position will assist with daily office tasks, including:
* Distributing mail to the appropriate departments

* Reviewing statements and verifying they match our records and are accurate in our
system

* Answering phones and assisting customers
* Providing general office support
* Helping with administrative tasks related to our trucking operations
* Assisting with office events and activities
Qualifications:

®* Must be a team player

* Knowledge in basic office operations

* Excellent customer service

* Experience with Excel spreadsheets and data entry

* Experience with QuickBooks preferred but not required
® Strong focus on accuracy and detail

* Dependable and punctual



