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TYPIST/ADMINISTRATION ASSISTANT

McIntyre Dick & Partners Limited is an established Southland business advisory and accounting firm.  We focus on growing our clients’ profitability through giving sound, timely, business advice, compliance services and adding value to our clients’ businesses.
We require a typist/administration assistant to work as part of our valued administration team.  
The duties will be varied and involve:
Typing, including some dictation typing
Client database maintenance
Maintaining client files
On-going company administration
Trust administration 
Working closely with the accounting team in an administrative support role

The person we require will have excellent MS Word skills, be competent in MS Excel and Powerpoint, able to manage and prioritise tasks, work well under pressure, all the while maintaining a great attitude and sense of humour.

If you would like to work with a great team of people, in a varied and busy role, then we would like to hear from you.

A copy of the job description and application form can be found on our website: www.mdp.co.nz or by contacting reception on (03) 211 0801.  Application close at 5.00p.m. on Monday 8 August 2011.
Applications can be completed via the website or forwarded in writing to our Business Manager, Diane Wilson, at:-
Typist/Administration Assistant Position
McIntyre Dick & Partners 
PO Box 848
INVERCARGILL
Attention Diane Wilson
Or email to: dianew@mdp.co.nz
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