
  
 

Posted 12/7/2025 

Executive Community Association 

Assistant (Roswell) 

 
1100 Northmeadow Pkwy #114, Roswell, GA 30076 

 

Responsibilities: 

 

• Assist in daily office operations to enable the company to run efficiently and effectively 

• Primary contact for the community and must answer phone calls and return calls within 

2 hours during times of high volume. 

• Provide a response within one business day for all general questions and emails from 

homeowners or board members. 

• Assist homeowners in paying their assessments 

• Proactively maintain email and phone information for homeowners with Vantaca 

• Act as liaison with vendors to ensure all needs are addressed on work orders 

• Place vendor orders as directed by the Community Association Manager 

• Update vendor information as requested 

• Obtain Tax I.D. & 1099 & proof of insurance for new vendors 

• Input compliance items as directed by managers 

• Prescreen all architectural requests to ensure all components have been submitted, 

uploaded to network 

• Manage amenity access (Sports Park and Boat Launch), including distribution and 

tracking of gate keys & vehicle stickers 

 

Qualifications: 

 

• 3+ years of administrative or customer service roles. 

• Proficient with Microsoft Excel and Outlook 

• High School Diploma 

• 1+ year experience working in real estate, property management, multi-family, banking, 
or hospitality preferred 

 
$44,000 - $48,000 a year 

 
Apply Here 

Source: Indeed 

https://www.indeed.com/viewjob?cmp=Access-Management-Group&t=Community+Associate&jk=2c073fee8faeea02&xpse=SoBw67I3q6YcVVy0oB0LbzkdCdPP&xfps=1d3dcb45-262c-44b0-86f0-f8e1f21f244e&xkcb=SoBi67M3q6YeXkS48x0ObzkdCdPP&vjs=3


  
 

Posted 12/7/2025 

Office Assistant (Dunwoody) 

 
4828 Ashford Dunwoody Rd. Dunwoody, Georgia 30338 

 

Responsibilities: 

 

• Answer and route phone calls, emails, and client inquiries in a professional and friendly 

manner 

• Schedule service appointments for landscaping, facility maintenance, and housekeeping 

teams. 

• Prepare and send estimates, proposals, invoices, and receipts to customers. 

• Maintain accurate service records, job logs, and work order documentation. 

• Support payroll processing by collecting and verifying timesheets from field employees. 

• Track supplies, materials, and equipment inventory; coordinate vendor orders as 

needed. 

• Input and update data in QuickBooks or other accounting software. 

• Assist with billing, payments, and expense tracking. 

• Communicate with field supervisors to confirm job completion and resolve scheduling 

issues. 

• Support hiring and onboarding of new team members (paperwork, uniform 

distribution, etc.) 

• Assist with basic marketing and customer outreach (social media posts, follow-up 

emails) 

• Maintain organized electronic and paper filing systems. 

 

Qualifications: 

 

• High school diploma or GED required; Associate degree preferred. 

• 1–3 years of office or administrative experience; service industry experience preferred 
• Proficient in Microsoft Office Suite 

 

$20 - $22 an hour 

 

 

 

 

 

Apply Here 

Source: Indeed 

https://www.indeed.com/viewjob?jk=01516100e95bc10a&tk=1jbl7ug8og8in803&from=serp&vjs=3


  
 

Posted 12/7/2025 

Office Clerk (Doraville) 

 
2700 Bankers Industrial Dr, Atlanta, GA 30360 

 

Responsibilities: 

 

• Answer phones and provide information regarding products and services. 

• Greet customers and visitors. 

• Order office supplies, uniforms, and other items for dealer accounts. 

• Receive and distribute incoming mail. 

• Assist with customer billing (creating sales orders, processing credit card payments) 

• Maintain an accurate list of ongoing projects to ensure timely completion. 

• Provide dealer assistance with inspections, reports, and webinars. 

• Perform filing and data entry tasks. 

• Support sales team with organization and retrieval of customer documents. 

• Serve as a certified notary (or be willing to obtain certification) 

 

Qualifications: 

 

• General knowledge of computer systems and office software 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Apply Here 

Source: Indeed 

https://www.indeed.com/viewjob?jk=1350c1b457b9281a&tk=1jbl8imubgbrh85l&from=serp&vjs=3


  
 

Posted 12/7/2025 

Administrative Specialist II – Police Dept 

(Roswell) 

 
39 Hill Street, Roswell, GA 30075 

 

Responsibilities: 

 

• Provides administrative/clerical support for an assigned department/division; 

processes a variety of documentation within designated timeframes and per established 

procedures. 

• Provides administrative/clerical support for department director and/or staff of 

assigned department; types, edits, or proofreads correspondence; assists with 

implementation of policies and procedures; monitors deadlines and status of 

department documentation; maintains meeting minutes. 

• Maintains electronic calendar/schedule of activities for assigned department/division 

• Answers telephone calls and greets visitors 

• Performs local records checks for military and the general public. 
• Applies records restrictions to cases in Records Management Software; queries various 

court and jail information databases; coordinates retention and destruction of records. 
• Assists and disseminates records for requests from citizens. 
• Processes vehicle releases; checks for hold on vehicle; determines if vehicle can be 

released and manages appropriate paperwork. 
 

Qualifications: 

 

• Requires a High School Diploma or equivalent; supplemented by two (2) years of 

experience in office administration or customer service; or any equivalent combination 

of education, training, and experience which provides the requisite knowledge, skills, 

and abilities for this job. 

 

$18.77 - $24.39 an hour 

 

 

 

Apply Here 

Source: Indeed 

https://www.indeed.com/viewjob?jk=2340563d7f46aa0c&tk=1jbl8imubgbrh85l&from=serp&vjs=3


  
 

Posted 12/7/2025 

Office Manager (Sandy Springs) 

 
8601 Dunwoody Pl Suite #700A, Sandy Springs, GA 30350 

 

Answering incoming customer calls in a courteous & professional manner; resolving customer 

inquiries, requests, billing questions, and scheduling service; as well as welcoming prospective 

new customers interested in learning about our services. There is also a high volume of 

outbound calls to ensure customer satisfaction, confirm service appointments, and collect 

overdue payments. Additional responsibilities may expand to include daily reporting; updating 

customer account information; accounts payable; human resource paperwork; payroll 

processing; etc. 

 

Qualifications: 

 

• High School Diploma or GED at a minimum 

• Previous experience with customer service on the phone 

• Excellent computer, typing, and 10-key skills 

 

$16 - $18 an hour 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Apply Here 

Source: Indeed 

https://www.indeed.com/viewjob?jk=4a1d63b31812f6f1&tk=1jbnlcehq20ma063&from=web&advn=7662851609847729&adid=420246554&ad=-6NYlbfkN0DcDIJYEYSxFPbw_6s0Aw1LX84SwdKjZUdbf71k8ig5mk-Izre_47UtikH6KlTdpRof9lCz9V57bQsvWH-cJ_nw-FLP3cUPjRt0hNpejKxz9W0_-85Ad1oXxMQiR4rZYkdHPAdYQFhpwBDwq-nvjQd_7zbsC3j6JrD3lha_lDa83-_nonsZbIYYDjyWGim3kdmFIF-b0cL0IZMsjtKEnrPGUVSvwA0frLh0z6O9uSozPdQrFT8ovIsDefhln-TfnFsI9llvduzSIhtYZZnvcExgZJ4CuxmxgNpr7cG2-Dy1qhXvfPbIdX6oc0vp84nv1vUqCQvGvgrR0_0IU2uFjUcG_oxW4aZ4wA9U9W3SDgJYXEpgNQ7sTYuub6uYlwhkEAbxDrMK84WrUalB8hQOybSl7jksKeibVefJMsliCXDqfPFkb3ziu2QzxKNZGt-_g5J82dPwZRZk629jYn4Gw7K0V7GA-Gmpx_jr1u_iWxDMalaxXjK67qApvowIubPp-eXzADLjR0AbgDgsJZMJJ0GDXHlehwcAxXNOiSQlcQ0Pvg%3D%3D&pub=4a1b367933fd867b19b072952f68dceb&camk=4HOcmqOLYrAQAtZ-CWTSCA%3D%3D&xkcb=SoDD6_M3q3i-AayUkp0PbzkdCdPP&xpse=SoAh6_I3q3i71NSUqJ0ObzkdCdPP&xfps=9f58a185-4ba7-4463-9b90-af5c911aa44c&vjs=3


  
 

Posted 12/7/2025 

Receptionist (Roswell) 

 
1190 Grimes Bridge Road, Roswell, GA 30075 

 

Responsibilities: 

 

• Greeting and checking in patients 

• Scanning Insurance Cards 

• Verifying Insurance 

• Answering Phones 

• Routing/Forwarding Phone Calls 

• Scheduling Appointments 

• Checking E-mail 

• Sending Mail 

• Selling Contact Lenses 

• Dispensing Glasses and Contact Lenses to Patients 

 

Qualifications: 

 

• Computer Skills 

• No prior experience is required as we have a formal on-boarding/training program 

 

$15 - $18 an hour 

 

 

 

 

 

 

 

 

 

 

 

 

Apply Here 

Source: Indeed 

https://www.indeed.com/viewjob?jk=714c365a1b4bcf96&tk=1jbnlpg7ng8re84r&from=serp&vjs=3


  
 

Posted 12/7/2025 

Receptionist (Alpharetta) 

 
345 Mcfarland Parkway, Alpharetta, GA 30004 

 

Responsibilities: 

 

• Warmly greet and welcome clients and other guests to the dealership. Do not leave the 

reception desk unattended. 

• Be an organized and productive multi-tasker. Maintain customer contact notes in our 

CRM system. 

• Actively listen to our clients and their needs and interpret body language in order 

exceed client’s expectations, solve problems, and de-escalate issues. 

• Proactively communicate potential issues with customers, management and other 

departments in order to provide the best possible customer experience. 

• Assist Salespeople with printing out and distributing survey follow up call list bi-

weekly. 

• Respond to 5 star web reviews with multiple pre-written responses on daily basis. 

 

Qualifications: 

 

• Previous experience in a similar role with similar responsibilities is preferred. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Apply Here 

Source: Indeed 

https://www.indeed.com/viewjob?jk=ba05f1be79f353cc&tk=1jbnlpg7ng8re84r&from=serp&vjs=3


  
 

Posted 12/7/2025 

Receptionist PT (Alpharetta) 

 
12300 Morris Road, Alpharetta, GA 30005 

 

Responsibilities: 

 

• Greet and welcome all visitors and guests upon their entrance into the community and 

when calling by phone. 

• Deliver professional and courteous communications to families regarding community 

events, resident supply needs, care plan meetings and other communications as 

requested. 

• Oversee all aspects of general office coordination including copying, faxing, mailing, 

and filing. 

• Open, sort, and distribute incoming correspondence including mail and faxes. 

• Sign for and distribute UPS/FedEx or similarly delivered packages. 

• Manage the office supplies, uniforms, name badges, and postage accounts. 

• Assist Business Office Manager in maintaining employee and resident files. 

• Assist in maintaining in-service records to include course content, instructor, agendas 

and rosters. 

 

Qualifications: 

 

• High School Diploma or GED Required 

• Two (2) years of related experience preferred 

• Must have word-processing and clerical skills 
 

 

 

 

 

 

 

 

 

 

Apply Here 

Source: Indeed 

https://www.indeed.com/viewjob?jk=da2eb35b5fb461cb&tk=1jbnm4dv0g18k86h&from=serp&vjs=3


  
 

Posted 12/7/2025 

Screening & Applications Specialist 

(Sandy Springs) 

 
5775 Glenridge Drive, Sandy Springs, GA 30328 

 

Responsibilities: 

 

• Oversee and manage all prospective applications from submission to approval. 

• Serve as the main contact for applicants, guiding them through the lease process. 

• Collect, verify, and maintain all required documentation for lease approval. 

• Communicate clearly and proactively with applicants, responding to calls, emails, and 

chats with professionalism and empathy. 

• De-escalate challenges with patience, problem-solving, and exceptional service. 

• Ensure compliance with processes, guidelines, and proper pre-move-in requirements. 

• Maintain and update lease data, CRM, and reporting tools to track applications, 

important dates, and community metrics. 

• Issue adverse action notifications when necessary and follow through on all applicant 

communications. 

 

Qualifications: 

 

• High school diploma and equivalent industry experience 

• 2+ years’ experience in sales, customer service, or contact center operations 

• Experience in the multifamily industry preferred 

• Proficiency in Microsoft Office Suite, Funnel, OneSite and RealPage applications 
 

 

 

 

 

 

 

 

 

 

Apply Here 

Source: Employer Website 

https://careers-cortland.icims.com/jobs/14269/job?utm_source=indeed_integration&iis=Job+Board&iisn=Indeed&indeed-apply-token=73a2d2b2a8d6d5c0a62696875eaebd669103652d3f0c2cd5445d3e66b1592b0f&lever-source=Indeed&mobile=false&width=1392&height=500&bga=true&needsRedirect=false&jan1offset=-300&jun1offset=-240


  
 

Posted 12/7/2025 

Operations Assistant PT (Buckhead) 

 
3500 Lenox Rd, Atlanta, GA 30326 

 

Responsibilities: 

 

• Provide executive administrative support, including calendar management and 

scheduling using Microsoft Outlook Calendar and Google Workspace. 

• Assist with event planning and coordination for company meetings, conferences, and 

special events. 

• Manage office operations, including filing, data entry, and maintaining organized 

records. 

• Handle phone etiquette for multi-line phone systems and front desk duties, ensuring 

professional communication with clients and visitors. 

• Perform bookkeeping tasks using QuickBooks and assist with basic bookkeeping 

responsibilities. 

• Support project coordination efforts by tracking deadlines, preparing reports, and 

assisting with document proofreading and transcription. 

• Utilize Microsoft Office Suite (Word, Excel, PowerPoint) for document creation, editing, 

and presentation preparation. 

• Manage electronic signatures through DocuSign and facilitate document workflows. 

• Provide customer service support by responding to inquiries and assisting with 

administrative needs as they arise. 

 

Qualifications: 

 

• Proven experience in office management, administrative support, or personal assistant 

roles. 

• Proficiency in Microsoft Office (Word, Excel, PowerPoint), Google Workspace, and data 
entry tools. 

• Experience with QuickBooks, bookkeeping, or accounting software is preferred. 
• Excellent typing skills along with proofreading and transcription abilities. 

 

Up to $20 an hour 

 

 

 

Apply Here 

Source: Indeed 

https://www.indeed.com/viewjob?cmp=Embry-Security&t=Operations+Assistant&jk=b00adb4d19c0c38f&xpse=SoBi67I3q6Fan6yYip0LbzkdCdPP&xfps=c2fc45ea-a174-431a-8664-e64c338f857f&xkcb=SoCy67M3q6Fc9Ky0jh0GbzkdCdPP&vjs=3


  
 

Posted 12/7/2025 

Executive Assistant (Sandy Springs) 

 
1300 Altmore Ave Suite D520, Atlanta, GA 30342 

 

Responsibilities: 

 

• Support office leadership team. 

• Coordinate office projections. 

• Write, edit, format, and review correspondence, reports, and other written materials. 

• Coordinate internal and external resources to ensure operations run efficiently. 

• Coordinate schedules to set up meetings. 

• Attend meetings, take notes, and provide meeting summaries. 

• Prepare and submit expense reports for office leadership. 

• Manage the Atlanta office’s Administrative Assistant and serve as a back-up to this role 

on occasion when needed. 

• Plan, coordinate, and/or support on- and off-site events, including researching 
alternatives, coordinating with venues/vendors, and managing logistics. 

• Assist with onboarding new colleagues. 
• Assist in obtaining annual business licenses, corporate dues, and local sponsorships. 

 

 

Qualifications: 

 

• A minimum of 10 years of experience working in an office environment performing 

administrative duties and providing support to managers and/or company leadership. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Apply Here 

Source: Indeed 

https://www.indeed.com/viewjob?jk=27445dd3b35b6b3b&tk=1jbq7c243g8re88r&from=serp&vjs=3


  
 

Posted 12/7/2025 

Client Concierge (Buckhead) 

 
3393 Peachtree Rd NE, Atlanta, GA 30326 

 

This role is 100% onsite and is dedicated to delivering a premium, personalized experience to 

our clients, serving as a key point of contact for complex inquiries related to luxury resale, 

authentication, pricing and company policies. 

 

• Deliver exemplary service by anticipating client needs, educating, advising, and 

problem-solving with clients on our offerings, policies, and the luxury resale market. 

• Handling inbound (95%) and outbound (5%) customer interactions via phone, chat, and 

email, delivering luxury-level support. 

• De-escalating dissatisfied customers professionally while offering solutions and support. 

• Collaborate with various internal teams to ensure a seamless and sophisticated client 

experience reflective of the FASHIONPHILE brand and evolving service offerings 

• Document client interactions with precision, contributing to our database and helping 

refine our client experience strategy. 

• Maintain strong client relationships by offering expert product advice and fashion trend 

insights via site chat, video chat, text, email, and phone. Personalize service through 

follow-ups, thoughtful notes, and tracking client needs. 

• Conduct client outreach in support of our Save-a-Sale program, Partner Program, and 

other client retention and Loyalty-based initiatives. 

 

Qualifications: 

 

• Strong proficiency in working with e-commerce platforms and navigating websites 

 

 

 

 

 

 

 

 

 

 

 

Apply Here 

Source: Indeed 

https://www.indeed.com/viewjob?jk=ad37634373d86493&tk=1jbq7jd3dg8h685v&from=serp&vjs=3


  
 

Posted 12/7/2025 

Front Desk Agent AM/PM (Alpharetta) 

 
9000 Avalon Boulevard, Alpharetta, GA 30009 

 

Responsibilities: 

 

• Greet customers immediately with a friendly and sincere welcome. Use a positive and 

clear speaking voice, listen to and understand requests, respond with appropriate action 

and provide accurate information such as outlet hours and local attractions. 

• Complete the registration process by inputting and retrieving information from a 

computer system, confirming pertinent information including number of guests and 

room rate. Promote HEI Hotels and Resorts and brand marketing programs. Make 

appropriate selection of rooms based on guest needs. •Code electronic keys. Non-

verbally confirm the room number and rate. Provide welcome folders containing room 

keys, certificates, coupons, and refreshment center keys as appropriate. 

• Verify and imprint credit cards for authorization using electronic acceptance methods. 

Handle cash, make change and balance an assigned house bank. •Accept and record 

vouchers, traveler’s checks, and other forms of payment. Convert foreign currency at 

current posted rates. Post charges to guest rooms and house accounts using the 

computer. 

• Promptly answer the telephone using positive and clear communication. Input messages 

into the computer. Retrieve messages and communicate the content to the guest. 

Retrieve mail, small packages and facsimiles for customers as requested. 

• Close guest accounts at time of check out and ascertain satisfaction. In the event of 

dissatisfaction, negotiate compromise, which may include authorizing revenue 

allowances. 

 

Qualifications: 

 

• Hotel experience preferred. 

 

 

 

 

 

Apply Here 

Source: Indeed 

https://www.indeed.com/viewjob?jk=70348c6b64a6c855&tk=1jbq7jd3dg8h685v&from=serp&vjs=3


  
 

Posted 12/7/2025 

Food Service, Housekeeping, & Other 

Now Hiring – Week of 12/7/25 
 

Housekeeper (Roswell) 

TerraBella / 400 Marietta Highway, Roswell, GA 30075 

Apply Here 

 

Breakfast Attendant (Alpharetta) 

$12 - $16 an hour 

Hilton / 4025 Windward Plaza, Alpharetta, GA 30005 

Apply Here 

 

Housekeeper (Alpharetta) 

Hilton / 5775 Windward Parkway, Alpharetta, GA 30005 

Apply Here 

 

Dish/Prep (Roswell) 

From $13 an hour 

Bambinelli's / 2500 Old Alabama Road, Roswell, GA 30076 

Apply Here 

 

Line Cook/Prep Cook PT (Alpharetta) 

$15 - $18 an hour 

Ted's Montana Grill / 6100 Avalon Blvd, Alpharetta, GA 30009 

Apply Here 

 

Dishwasher (Alpharetta) 

$16 - $18 an hour 

Café Intermezzo / 100 Avalon Boulevard, Alpharetta, GA 30009 

Apply Here 

 

Server Assistant and Busser (Alpharetta) 

Siena Restaurant / 124 Devore Rd, Alpharetta, GA 30009 

Apply Here 

 

Dining Room Server (Alpharetta) 

$16 - $18 an hour 

Arbor Terrace / 12200 Crabapple Road, Alpharetta, GA 30004 

Apply Here 

https://www.indeed.com/viewjob?jk=2d03de9f312f91cb&tk=1jbnmgn4hgnfa803&from=serp&vjs=3
https://www.indeed.com/viewjob?cmp=Hilton-Garden-Inn-Hotel&t=Breakfast+Attendant&jk=d323a1725af99abf&q=attendant&xpse=SoDp67I3q3mdF8yYip0LbzkdCdPP&xfps=b41b628f-c5c2-401c-85b0-1b980fafe6e3&xkcb=SoBk67M3q3mf5hy-rh0ObzkdCdPP&vjs=3
https://www.indeed.com/viewjob?jk=305c0fe4e5e901bf&tk=1jbnmgn4hgnfa803&from=serp&vjs=3
https://www.indeed.com/viewjob?cmp=Bambinelli%2527s-Italian-Restaurant&t=Merchandise+Flow+Team+Member&jk=5d39b69e42eb46ff&q=dishwasher&xpse=SoBx67I3q3lQAwy3Ip0LbzkdCdPP&xfps=8a7f5887-2ea7-43b5-8b27-ddee85fe31bd&xkcb=SoDi67M3q3lULYy-rh0HbzkdCdPP&vjs=3
https://tedsmontanagrill.wd503.myworkdayjobs.com/en-US/TMG_External_Career_Site/job/Alpharetta-GA---Avalon/Line-Cook-Prep-Cook_R8180
https://www.indeed.com/viewjob?cmp=Caf%25C3%25A9-Intermezzo&t=Dishwasher&jk=05e14f6261097723&q=dishwasher&xpse=SoBm67I3q3l3xoSUcZ0LbzkdCdPP&xfps=7e44087a-92ac-42b5-bb59-4242f5b52c40&xkcb=SoD467M3q3l6zsyECx0MbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?cmp=Siena-Restaurant-Alpharetta&t=Food+Runner&jk=97deb534cfdeff36&xpse=SoDA67I3q6Ydogy6cB0LbzkdCdPP&xfps=13b6caac-1082-48b5-8ef6-0b863ca0e3d0&xkcb=SoBx67M3q6YeXkS48x0KbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?jk=08d12255a2facd76&tk=1jbq8l94lg2lv83h&from=serp&vjs=3

