Admin Support / Accounts Payable
Hogan Transfer and Storage  *  Indianapolis, IN

Job Snapshot

Permanent, Part-time, Entry Level
Administrative, Accounting, Transportation
Job Description

· Provide Superior Customer Service, including Answer Inbound Calls and Direct Appropriately

· Providing Ball Park quotes, setting appointments and preparing Proposals
· Work closely with Manager to Prepare Check Requisition and insure that policies and procedures related to payments are followed.  
· Office Supply Support and Ordering as needed

· Demonstrate a professional conduct, teamwork
Job Requirements

· Intermediate skills in Microsoft Office Products is preferred, but not required.

· Strong work ethic with the ability to focus in a team-oriented and fast-paced environment

· Attention to Detail

· Punctual and Dependable

Why Hogan?

· Advancement Opportunities

· Potential for Full-Time

· Quality Training

This is a Part Time, entry level position with a dynamic impact on all departments.  Advancement Opportunities will be available.

We are looking for quality individuals who can work with all departments and levels of management.  Individuals who are passionate about Customer Service and teamwork.  Someone willing to go the “extra mile".  If that is you, we want to hear from you!  Apply today!  

