
1                                                                            Source: Indeed                                                       25-Oct-26                        

 Real Estate & Construction Administrator 
(Commercial) (Sandy Springs) 

 
 8215 Roswell Road, Sandy Springs, GA 30350 

We are seeking a highly organized, detail-oriented, and dependable Real Estate & 
Construction Administrator to provide administrative and operational support 
across our commercial real estate brokerage and general contracting businesses. 

Responsibilities 
General Administrative & Office Support 
• Provide day-to-day administrative and operational support company wide. 
• Manage incoming calls, mail, packages, correspondence, filing, and 

document organization. 
Commercial Real Estate Support 
• Provide administrative and transaction support to commercial real estate 

agents. 
Construction & Project Support 
• Provide administrative support for construction projects from bidding and 

pre-construction through project closeout. 

Qualifications: 
• Previous administrative or office support experience preferred. 
• Strong organizational skills with excellent attention to detail. 
• Strong follow-through and commitment to accuracy and completeness. 
• Ability to manage multiple priorities, meet deadlines, and adapt to changing 

needs. 
• Excellent written and verbal communication skills. 
• Proficiency in Microsoft Outlook, Word, and Excel, with the ability to learn 

new software and systems. 
• Experience in commercial real estate, construction, or a related industry is a 

plus, but not required. 
 

Pay: $45,000 - $60,000 a year -  Full-time 
 

View the complete Job posting and Apply 

https://www.indeed.com/viewjob?cmp=Hughes-Commercial-Real-Estate&t=Construction+Administrator&jk=17c409a8b4cf34ca&xpse=SoBp67I2d16STtSh5p0LbzkdCdPP&xfps=d0ff4624-b290-4e01-af8c-ab643f462c96&xkcb=SoAK67M2d16VpWSQcp0JbzkdCdPP&vjs=3
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 Client Care & Operations Coordinator (Peachtree Corners)   

 
5960 Crooked Creek Rd NW Ste 200H, Peachtree Corners, GA 30092 

Serenity Home Inspections is looking for a highly organized, exceptionally detail-
oriented Client Care & Operations Coordinator to become a key part of our day-
to-day office operations.  

Responsibilities 
• Serve as the primary person handling inbound calls, texts, emails, and new 

client inquiries. 
• Schedule inspections and manage work orders in ISN (Inspection Support 

Network). 
• Review property details, client needs, and available services to help clients 

select the inspection services that make sense for their specific home. 
• Coordinate inspection schedules, access, walkthroughs, inspectors, vendors, 

and ancillary services. 
• Follow up on open quotes, incomplete online orders, missed calls, and 

unscheduled opportunities. 

Qualifications: 
• Exceptional attention to detail. 
• Strong organizational and follow-through skills. 
• Confidence speaking with clients and real estate professionals by phone. 
• Strong computer and technology skills. 
• Comfort learning and working across multiple software platforms. 
• Comfort using AI tools such as ChatGPT as part of normal workflow. 
• Preferred Experience in one or more of the following areas: Operations 

coordination, Dispatch or scheduling, Inside sales, Customer service, Real 
estate, CRM or scheduling software, Multi-line phone systems 

• Previous home inspection industry experience is welcome but not required. 
• College education is preferred but not required. Relevant experience, 

communication, judgment, tech skills, and attention to detail are important. 

Pay: $20 - $24 an hour - Full-time 

 

View the complete Job posting and Apply 

https://www.indeed.com/viewjob?cmp=Serenity-Home-Inspections&t=Customer+Care+Coordinator&jk=878fb0030967802f&xpse=SoBE67I2d17NNQSLBh0LbzkdCdPP&xfps=d71e3423-5b91-4804-9b6b-f27af85bd1ba&xkcb=SoCx67M2d16z_1yQcp0MbzkdCdPP&vjs=3
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 Cosmetic Surgery Office Front Desk/Patient Care 
Coordinator (Sandy Springs) 

   
6 Concourse Pkwy Ste 850, Atlanta, GA 30328 

Successful, high profile cosmetic surgery office seeks a charismatic, professional, 
and detail-oriented Patient Care Coordinator to join our location in Atlanta, GA. 

Responsibilities 
• Greeting visitors, vendors, and patients 
• Checking patients in and out of procedures and appointments 
• Scheduling patient procedures and appointments 
• Faxing, printing, copying, scanning, data entry 
• Answering incoming calls, text messages, and emails in professional manner 
• Maintaining patient confidentiality 
• Collecting and recording payments 
• Ordering and stocking office inventory 
• Light cleaning and pick-up of office as needed 

Qualifications: 
• Must live within driving distance of office and able to arrive on-time daily 
• High-School Diploma/GED required, some college preferred 
• 5 years customer service or 2 years cosmetic surgery office experience 

preferred (willing to train the right candidate) 

Pay: $24 - $25 an hour – Full-time 

View the complete Job posting and Apply 
 

 

Patient Care Coordinator: Another job posting by the same agency  
Pay: From $24 an hour – Full-time 

View the complete Job posting and Apply 

 

 

https://www.indeed.com/viewjob?cmp=Advanced-Hair-Restoration&t=Front+Desk+Coordinator&jk=6c65dcda50b53c89&xpse=SoBw67I2dvQ9fDS6A50LbzkdCdPP&xfps=3ec9b0b7-5539-4862-8ced-3924e4c6e554&xkcb=SoD_67M2dvQhJeSEjZ0IbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?cmp=Advanced-Hair-Restoration&t=Patient+Care+Coordinator&jk=3cba36ac2dbb3750&xpse=SoAC67I2d17vYXyesh0LbzkdCdPP&xfps=1b818809-40b7-4324-b2c9-5d39b381995a&xkcb=SoAD67M2d17cvSgVEz0DbzkdCdPP&vjs=3
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Receptionist (Dunwoody) 

      
 900 Ashwood Pkwy, Suite 500, Atlanta, GA 30338 

CenterWell, a Humana company, is a leading healthcare services business focused 
on creating integrated and differentiated experiences that put our patients at the 
center of everything we do. The Receptionist ensures a smooth and welcoming 
experience for patients and supports the medical team with various tasks.  

Responsibilities 
• Greet Patients: Welcome patients and visitors professionally, both in person 

and over the phone. 
• Schedule Appointments: Manage appointment calendars, schedule patient 

visits, and coordinate with medical staff to optimize schedules. 
• Patient Records: Maintain and update patient records, ensuring accuracy 

and confidentiality. Work in Electronic Medical Record (EMR) and Customer 
Relationship Management (CRM) systems. 

• Billing and Payments: Ensure patient accounts are updated correctly. May 
include collecting copay at time of visit. 

Qualifications: 
• High School Diploma or GED 
• 1 year or more of experience working in a Healthcare setting preferred, but 

will consider candidates with a strong Customer Service background in 
Retail Hospitality, and Call Centers. 

• Knowledge of MS Office (Word, Excel, Outlook, Access) 
Preferred Qualifications: 
• Value-based care model experience 
• Knowledge of Medical Terminology 
• Experience with EMR Systems (Electronic Medical Records) 
• Bilingual in English and Spanish 

Pay: $38,000 - $45,800 a year – Full-time 

View the complete Job posting and Apply 
 

Home Health Branch Coordinator: Another job posting by the same agency  
Pay: $39,000 - $49,400 a year – Full-time 

View the complete Job posting and Apply 

https://www.centerwellcareers.com/us/en/job/HUMCENUSR433479EXTERNALENUS/Receptionist?utm_medium=phenom-feeds&utm_source=appcast_indeed&ccuid=76580136339&_ccid=1792895389465j3d2gi9uf&src=JB-10400&ittk=64LOBKP6SU
https://www.centerwellcareers.com/us/en/job/HUMCENUSR434329EXTERNALENUS/Home-Health-Branch-Coordinator?utm_medium=phenom-feeds&utm_source=appcast_indeed&ccuid=76580118460&_ccid=1792895296108298dqraxg&src=JB-10400&ittk=AKKHBZ2SIX
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 Administrative Assistant (Dunwoody)  

     
1832 Independence Sq Ste B, Dunwoody, GA 30338 

We bring many decades worth of experience at CPA and EA firms, handling a wide 
array of client situations. We are seeking a highly organized and detail-oriented 
Administrative Assistant to support our office operations in Tax and Accounting.  

Responsibilities 
• Manage front desk operations, including greeting visitors and handling 

inquiries with professional phone etiquette 
• Answer and direct calls using multi-line phone systems, ensuring prompt 

and courteous customer support 
• Perform data entry, filing, and document proofreading to maintain accurate 

records 
• Schedule appointments, manage calendars, and coordinate meetings using 

Microsoft Office tools 
• Works within team environment for tax and accounting project 

management and workflow 
• Assist with office management tasks such as organizing supplies, scanning, 

maintaining files, and supporting administrative projects 

Qualifications: 
• Proven experience in office administration or clerical roles; prior experience 

as a receptionist or personal assistant is advantageous 
• Strong computer literacy with proficiency in Microsoft Office Suite (Word, 

Excel, Outlook), and data entry skills 
• Familiarity with Thomson Reuters software programs is preferred 
• Familiarity with the tax and accounting field is preferred 
• Excellent organizational skills with the ability to multitask effectively in a 

fast-paced environment 
• Demonstrated ability to handle multi-line phone systems and provide 

outstanding customer service 
• Attention to detail in proofreading and document management tasks 

 
Pay: $18 - $21 an hour -  Full-time 
 

View the complete Job posting and Apply  

https://www.indeed.com/viewjob?cmp=First-Casualty-Insurance&t=Administrative+Assistant&jk=e26bf8339252dcae&xpse=SoCp67I2d17xBlgXTj0LbzkdCdPP&xfps=fedda41d-85c4-4068-a73c-fb4367a643e3&xkcb=SoBM67M2d171jTSQcp0PbzkdCdPP&vjs=3
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 Receptionist/Administrative Assistant (Peachtree Corners) 

   
3705 Engineering Dr, Peachtree Corners, GA 30092 

International Charter Academy of Georgia offers a tuition-free education to eligible 
Georgia residents. Founded in 2018 for grades K–5 and expanded to Grade 6 in 
2024, and Grade 7 in 2025. 

Responsibilities 
• Support the mission of International Charter Academy of Georgia 
• Provide primary telephone coverage 
• Greet and assist visitors using Check Mate 
• Check in all tardy students using Check Mate and update student 

attendance 
• Checks school emails, forward if necessary, and prepare responses 
• Maintain Principal’s and School Calendars 
• Distribute incoming and process outgoing mail daily 
• Communicate politely, effectively and in a timely matter with school faculty 

and staff, parents, students, and board members Assist with daily office 
operations 

Qualifications: 
• Proficiency in English. Native-level Spanish skills preferred. 
• Computer literate and proficient in use of Windows, Excel, MS Word. 
• Self-starter, attentive to detail; must possess excellent organizational and 

proofreading skills 
• Ability to maintain accurate records 
• Strong work ethic and professionalism. 

 
Pay: $37,053.90 - $61,858.80 a year - Full-time 
To Apply: Interested candidates should send (1) a cover letter summarizing skills, 
experience, and interest. Please indicate if you are seeking part-time and/or full-time 
employment; (2) resume; and (3) the names, addresses, email addresses, and telephone 
numbers of at least three professional references to 
employment@internationalcharteracademy.org. Applications without these requirements 
will be considered incomplete. 
 
 

View the complete Job posting and Apply 

https://www.indeed.com/viewjob?cmp=International-Charter-Academy-of-Georgia&t=Receptionist%2Fadministrative+Assistant&jk=cda6de05da2b837a&xpse=SoCO67I2d16WY4S7dB0LbzkdCdPP&xfps=8f3b82f7-517e-4915-aa00-96d89db5b244&xkcb=SoB967M2d16H2ry8WR0BbzkdCdPP&vjs=3
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 Leasing Agent (Roswell) 

   
 20 Mansell Ct Ste 375, Roswell, GA 30076 

Since 2012, American Homes 4 Rent has grown to become one of the leading 
single-family rental companies and homebuilders in the country, recently 
recognized as a top employer by Fortune and Great Place To Work®.  
The Leasing Agent serves as the company's primary sales representative for 
prospective residents, responsible for driving occupancy through consultative 
selling, relationship building and lease conversion.  

Responsibilities 
• Drives leasing performance by responding to and following up on inquiries 

from perspective residents 
• Engage with potential tenants, offering compelling insights into our housing 

options to encourage applications. 
• Skillfully negotiate lease terms and provide thorough explanations of leases 

and related documents to new tenants. 
• Performs leasing activities in accordance with applicable laws to maximize 

housing occupancy 
• Collaborate with underwriting and leasing teams to navigate applicants 

through the leasing journey. 
• Stay informed about our company’s policies and procedures to ensure 

compliance and up-to-date practices. 

Qualifications: 
• Bilingual English/Spanish preferred. 
• A High School Diploma or GED required. 
• Minimum three (3) years of related sales or customer-facing sales 

experience required. 
• Leasing, real estate, or property management experience preferred. 
• A valid State Real Estate License is required. 
• Proficiency in Microsoft Office applications (Excel, Word, Outlook) is 

required. 
 
Pay: $25 an hour - Full-time 
 
 

 View the complete Job posting and Apply 

https://www.indeed.com/viewjob?jk=a099f818a1c92c4f&tk=1k5fb2q10g7fd80f&from=serp&vjs=3
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 Technical Expert - Customer Service (Alpharetta) 

      
 7301 N Point Pkwy, Alpharetta, GA 30022 

The Verizon Wireless Customer Care (WCC) is obsessed with assisting customers to 
reach their organizational objectives while delivering the best-in-class customer 
experience and assuring revenue retention and growth through long-term 
relationships with our clients. 

Responsibilities 
• Providing a high level of customer service and resolution support to multiple 

business customer types. 
• Performing advanced troubleshooting for hardware and software, and 

diagnosing both network and application issues. 
• Providing detailed information on how to set up/configure complex data 

and voice products. 
• Providing efficient customer support with the ability to be proficient in 

customer-facing systems. 
• Maintaining an in-depth level of knowledge of products, network, and the 

ability to position them as strategic solutions. 
• Driving trouble ticket accuracy through deductive reasoning, tool utilization. 

Qualifications: 
• Bachelor’s degree or one or more years of work experience. 
• One or more years of customer service and/or sales experience. 
• Willingness to work a flexible schedule, including evenings and weekends. 
Even better if you have one or more of the following: 
• One or more years of Tier 2 or Tier 3 technical support, specifically 

supporting business or enterprise customers. 
• Experience resolving high-stakes customer issues involving billing, technical 

Q&A, and complex product resolution through effective communication. 
• Technical Certifications: A+ Certification, Network+ Certification, or similar 

industry-standard credentials. 
• Experience in evolving technologies like Enterprise Messaging, Private 

Networks, 5G/Fixed Wireless Access, IoT, Thingspace, etc. 
• Experience leading teams, mentoring peers, managing small-scale projects. 

Pay: From $52,900 a year - Full-time 
 

View the complete Job posting and Apply  

https://mycareer.verizon.com/jobs/r-1102871/technical-expert-customer-service/?source=jb-indeed
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 Jr. Project Coordinator - Construction & Mission 
Support (Dunwoody) 

       
    1050 Crown Pointe Parkway, Atlanta, GA 30338 

Exp Federal brings together Architecture & Engineering (A&E), Construction 
Management Services (CMS), and mission-support professionals to deliver 
solutions for federal government clients.  

Responsibilities 
• Support project managers with day-to-day project coordination and 

administrative needs. 
• Assist with project setup and maintenance in Kahua and other project 

management systems. 
• Organize and maintain project files, records, logs, and trackers. 
• Prepare and format project correspondence, reports, meeting materials. 
• Coordinate meetings, manage calendars and agendas, capture notes, and 

track follow-up items. 

Qualifications: 
• High School Diploma or higher. 
• Excellent Microsoft Word and Excel skills. 
• Experience managing calendars and meeting agendas. 
Preferred Qualifications: 
• Experience with project management or construction management 

software, such as Kahua. 
• Previous experience providing project, administrative, document-control, or 

team coordination support. 
• Familiarity with construction, architecture/engineering, federal contracting, 

or mission-support environments. 
• Associate or bachelor’s degree in business, construction management, 

project management, or related field 

Pay: $55,800 - $66,400 a year -  Full-time 
 

View the complete Job posting and Apply 

https://www.indeed.com/viewjob?jk=4020a46d00c2801b&from=serp&vjs=3
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 Construction Intake Coordinator (Roswell) 

 
720 Hembree Place, Roswell, GA 30076 

Absolute Fire & Flood Restoration is seeking a highly organized, personable, and 
detail-oriented Intake & Scheduling Coordinator to manage incoming customer 
inquiries and coordinate inspections across multiple markets. 

Responsibilities 
• Customer Intake & Lead Management 
• Inspection Scheduling & Coordination 
• Internal Communication & Handoffs 
• Reporting & Performance Tracking 

Qualifications: 
• Excellent verbal and written communication skills. 
• Strong organizational skills and attention to detail. 
• Comfortable using CRM systems, scheduling software, and standard office 

technology. 
Preferred Qualifications 
• Previous experience in customer service, intake coordination, dispatch, or 

scheduling. 
• Experience in restoration, construction, insurance, or property management 
• Familiarity with CRM systems and call management software. 
• Experience coordinating field employees or appointments across multiple 

locations 

Pay: $50,000 a year - Contract  

View the complete Job posting and Apply 

https://www.indeed.com/viewjob?cmp=Absolute-Fire-and-Flood-Restoration&t=Intake+Coordinator&jk=c8f89256a0ba6048&xpse=SoBv67I2d17uEJAXTj0LbzkdCdPP&xfps=71918893-5146-4633-aab5-f11d98752428&xkcb=SoCe67M2d17cvSgVEz0AbzkdCdPP&vjs=3
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 Maintenance Inspector (Brookhaven) 

     
 4170 Ashford Dunwoody Rd, Atlanta, GA 30319 

East West + Vexos is a trusted Integrated Manufacturing Solutions (IMS) company 
partnering with some of the world’s most recognizable brands and new disruptive 
players. As an IMS company, East West + Vexos provides full lifecycle management, 
from custom design and proprietary products to advanced manufacturing and 
global supply chain solutions. 

Responsibilities 
East West Manufacturing is seeking a detail-oriented Maintenance Inspector to 
evaluate equipment, inspect maintenance work, and help maintain safe and 
efficient operations. The ideal candidate will identify potential issues, document 
findings, and support preventive maintenance activities. 
• Inspect machinery, equipment, and facility systems for wear or damage. 
• Identify maintenance issues and recommend corrective actions. 
• Review completed repairs to ensure work meets quality and safety 

standards. 
• Maintain inspection reports and equipment maintenance records. 
• Coordinate with maintenance personnel to address equipment concerns. 
• Follow workplace safety procedures and inspection guidelines. 

 

Qualifications: 
• High school diploma or equivalent; technical training is preferred. 
• Experience in equipment inspection, maintenance, or manufacturing is an 

advantage. 
• Strong observation, troubleshooting, and documentation skills. 
• Familiarity with workplace safety procedures. 
• Ability to work independently and collaborate with a team. 

 

Pay: $22 - $30 an hour -  Full-time 

 
 
 

View the complete Job posting and Apply  

https://www.indeed.com/viewjob?cmp=East-West-Manufacturing&t=Inspector&jk=c76d4d59bfd630f2&xpse=SoA567I2d1np9cSh3B0LbzkdCdPP&xfps=d5f9ac07-0633-4394-bfc9-0c67b80dab51&xkcb=SoDI67M2d1nUOdyQTZ0FbzkdCdPP&vjs=3
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 Technician, Field Svc I (Norcross)  

   
5625 Oakbrook Parkway, Norcross, GA 30093 

 
Canon U.S.A., Inc. is a leading provider of consumer, business-to-business, and 
industrial digital imaging solutions to the United States, Canada, Latin America, 
and the Caribbean markets. We’re actively seeking a Field Service Technician to 
deliver amazing experiences and elevated efficiency within the routine 
maintenance of Canon-supported products in accordance with Service and Parts 
Standards. 
 
Responsibilities 

• Reporting to your manager product failure trends and serviceability issues 
with necessary supported documentation, ensuring accurate information 
and record keeping. 

• Meeting customer demands by providing efficient, responsive, and accurate 
Field/Shop/on-site maintenance. 

• Properly maintaining all technical information, Field Service Reports, 
Expense Reports, and Canon property assigned. 

• Showcasing strong customer communication and satisfaction skills. 
• Maintaining the performance of assigned machines. 
• Facilitating performance at a level which helps to achieve the 

branch/district’s overall metric targets. 

Qualifications: 
• Hold a High School diploma or equivalent experience required. 
• Possess a basic understanding of internet environments and the ability to 

successfully complete the 120-day introductory period and the PDIF 
(Printing and Digital Imaging Foundations) new-hire class. 

• Ability to travel (valid driver's license and acceptable driving record 
necessary). 

• Required to take all necessary steps to obtain security and/or other 
clearances required by customers to enter the customers' premises. 

Pay: $20.00 - $25.49 an hour - Full-time 

 
 

View the complete Job posting and Apply  

https://external-canoncareers.icims.com/jobs/35261/technician%2c-field-svc-i/job
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 Accounts Payable Clerk (Peachtree Corners) 

       
 190 Technology Pkwy Ste 100, Peachtree Corners, GA 30092 

GardenCore is a leading U.S. manufacturer of lawn and garden consumables, 
offering a broad portfolio of mulch, soil, stone, and lime products. 

Responsibilities 

• High volume data entry (speed, organization and accuracy important) 
• 3-way match process to match invoices for processing ensuring proper 

documentation and approval. 
• Code invoice to appropriate expense account while using correct terms to allow 

for discounts 
• Answer all vendors inquiries and issue resolution for problems 
• Maintain all accounts payable files – paper and electronic as well as obtaining 

needed W9 data 
• Ensure compliance with all standard accounting policies and procedures and 

Sarbanes-Oxley (SOX) requirements 
• Excellent communication skills, verbally and in writing 
• Research and work statements provided by supplier 
• Miscellaneous office duties and equipment (scanner/printer/copier/ 10-key). 

Qualifications: 
• Associate’s degree or an equivalent combination of education, training, and 

experience may substitute for education requirements. 
• Intermediate to advanced Excel Skills and proficient with MS office 
• High degree of comfort with technology and multiple applications 
• Excellent organizational and time management skills 
• Ability to calculate figures and amounts such as discounts, interest, 

commissions, proportions and percentages 
• Previous accounting experience and excellent written and verbal 

communication skills 
• Knowledge of basic accounting math and accurate in data entry and data 

research with 10-key operation experience 
• Ability to read and interpret documents such as new vendor forms, purchase 

orders, receiving documents, vendor statements and invoices 

Pay: $21 - $23 an hour – Full-time 
 

View the complete Job posting and Apply 

https://www.indeed.com/viewjob?jk=f5a595fb38e45e65&tk=1k5lml5ahg5hq800&from=serp&vjs=3
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 Accounts Receivable Specialist II (Remote) 

  
 200 North Point Center East, Alpharetta, GA 30022 

Here at Savista, we enable our clients to navigate the biggest challenges in 
healthcare: quality clinical care with positive patient experiences and optimal 
financial results. We partner with healthcare organizations to problem solve and 
deliver revenue cycle improvement services that enable their success, support 
their patients, and nurture their communities. 

Responsibilities 
The Accounts Receivable Specialist II is responsible for ensuring the timely 
collection of outstanding government or commercial healthcare insurance 
receivables.  
• Verifies or obtains patient eligibility and/or authorization for healthcare 

services performed by searching payer web sites or client eligibility systems, 
or by conducting phone conversations with the insurance carrier or 
healthcare providers.  

• Updates patient demographics and insurance info in appropriate systems.  
• Conducts research and appropriately statuses unpaid or denied claims. 
• Monitors claims for missing authorization, control numbers ICN//DCN.   

Qualifications: 
• High school diploma or GED.  
• At least two years of experience in healthcare insurance accounts receivable 

follow up, working with or for a hospital/hospital system, working 
directly with government or commercial insurance payers.  

• Experience identifying billing errors and resubmitting claims as well as 
following up on payment errors, low reimbursement and denials.  

• Experience reviewing EOB and UB-04 forms to conduct A/R activities.  
• Knowledge of accounts receivable practices, medical business office 

procedures, coordination of benefit rules and denial overturns and third-
party payer billing and reimbursement procedures and practices.   

Pay: $18 - $20 an hour - Full-time 
 

View the complete Job posting and Apply 

https://savista.wd1.myworkdayjobs.com/en-US/Savista/job/Remote---USA/Accounts-Receivable-Specialist-II_R6186?timeType=a317c0f37ecb01cdaa09d58191306000&locations=6dc48d7f322c019fb22da99dc101b71f
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Paralegal (Buckhead) 

      
3400 Peachtree Road NE, Atlanta, GA 30326 

This is a full‑time, on‑site Paralegal position based in Atlanta, Georgia. The ideal 
candidate will play a key role in supporting our attorneys throughout all stages of 
pre‑litigation and litigation. 

Responsibilities 
• Prepare detailed demand packages, including medical summaries, billing 

analyses, and liability narratives 
• Draft, organize, and review discovery responses, document production, 

and litigation packets 
• Assist attorneys with trial preparation, including exhibit binders, witness 

lists, timelines, and case strategy materials 
• Maintain organized and up-to-date Filevine case files 
• Communicate with clients, medical providers, and insurance adjusters 
• Conduct legal and factual research as needed 
• Track deadlines, statutes, and litigation calendars 
• Support attorneys during depositions, mediations, and hearings 

Qualifications: 
• Strong foundation in law with proven experience in legal document 

preparation 
• Demonstrated ability to prepare demands, discovery, and litigation support 

materials 
• Ability to manage multiple tasks and meet deadlines in a fast-paced 

environment 
• Proficiency with legal research tools and case-management software 

(Filevine experience preferred) 
• Paralegal certification or equivalent experience is desirable 
• Prior experience in personal injury or civil litigation is a significant 

advantage 

Pay: $26.95 - $30.00 an hour -  Full-time 
 
 

View the complete Job posting and Apply  

https://www.indeed.com/viewjob?cmp=The-Ellis-Firm&t=Paralegal&jk=b61d4636f289cd85&xpse=SoBk67I2d18W54gQVD0LbzkdCdPP&xfps=9aff132c-d9a2-4969-a632-4cc6473f280a&xkcb=SoDF67M2d18ddWSUY50BbzkdCdPP&vjs=3
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 Personal Injury Case Manager  
(Pre-Litigation / Pre-Suit) (Chamblee) 

       
 3644 Chamblee Tucker Rd Suite F, Atlanta, GA 30341 

 

Lowe Law Firm is looking for a driven and detail-oriented Personal Injury Case 
Manager to join our growing team in Atlanta, GA. 

Responsibilities 

• Serve as a primary point of contact for clients, ensuring they receive regular 
updates, prompt responses, and exceptional customer service. 

• Assist attorneys in managing cases from intake through resolution. 
• Take ownership of your assigned cases, ensuring that each case continues 

moving forward and that important tasks are completed timely. 
• Proactively communicate with clients, medical providers, insurance 

adjusters, and other parties involved in each case. 
• Coordinate medical treatment and monitor client treatment progress and 

identify issues or delays that require attention. 
• Assist with preparing, organizing, reviewing settlement demand packages. 
• Maintain accurate and detailed case notes, documentation, and deadlines in 

our case management system. 

Qualifications: 
• 1–3 years of experience in personal injury case management, pre-litigation, 

or a related legal role 
• Familiarity with medical terminology, treatment timelines, and injury claim 

processes 
• Strong written and verbal communication skills for client and adjuster 

interaction 
• Proficiency with legal case management software (e.g., Cloudlex, Filevine, 

Clio, or similar) 
• Bilingual (English/Spanish) a plus but not required. 

 
Pay: $22 - $25 an hour -  Full-time 
 

View the complete Job posting and Apply  

https://www.indeed.com/viewjob?jk=4f6eb56a3b33f5d8&tk=1k5lokhso21mo000&from=serp&vjs=3
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Law Office Secretary / Receptionist - Spanish Bilingual        
(3+ EXP REQ) (Peachtree Corners) 

   
3295 River Exchange Drive, Peachtree Corners, GA 30092 

Our growing law firm is seeking a friendly, detail-oriented, and proactive individual 
to join our team as a Secretary/Receptionist. 

Responsibilities 
• Greet and assist clients in person and by phone with a warm, professional 

attitude. 
• Manage all incoming and outgoing mail, including document organization, 

package preparation, and courier coordination. 
• Provide administrative support to the immigration department, including 

case filings and document preparation. 
• Maintain a clean, organized, and welcoming reception area. 
• Schedule appointments, manage calendars, and coordinate client meetings. 

Qualifications: 
• High school diploma or equivalent required; associate’s degree or higher 

preferred. 
• Prior office or reception experience— 3 + year of legal or professional office 

experience. 
• Familiarity with immigration processes is a plus. 
• Strong communication, organization, and multitasking skills. 
• Proficiency with Microsoft Office Suite (Word, Excel, Outlook). 
• Bilingual (English/Spanish) required. 

Pay: $45,000 - $55,000 a year – Full-time 

View the complete Job posting and Apply 

Two other job postings by the same agency  
Pay: From $50,000 - $65,000 a year – Full-time 

USCIS Immigration Paralegal – Spanish Bilingual: 

View the complete Job posting and Apply 

Immigration Litigation Paralegal - Spanish Bilingual 

View the complete Job posting and Apply  

https://www.indeed.com/viewjob?cmp=G.-Briceno-Law-Firm&t=Receptionist%2Fsecretary&jk=bc1fb78331c4644d&xpse=SoDZ67I2d17LivyEFh0LbzkdCdPP&xfps=f7ff1908-8d10-4e6e-b458-aebf0e7730a5&xkcb=SoDF67M2d16z_1yQcp0AbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?cmp=G.-Briceno-Law-Firm&t=Immigration+Paralegal&jk=852ca750dfaf86b7&xpse=SoAn67I2d166Euycqx0LbzkdCdPP&xfps=8476933a-9b09-48e4-95af-f111773763bf&xkcb=SoAF67M2d16jUZSQcp0CbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?cmp=G.-Briceno-Law-Firm&t=Immigration+Paralegal&jk=1db73a51b193c67b&xpse=SoCZ67I2d163M4SLBh0LbzkdCdPP&xfps=189e542e-cb02-471f-9da6-838fb99f1fad&xkcb=SoAs67M2d16jUZSQcp0AbzkdCdPP&vjs=3
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 Bilingual Tax & Health Insurance Specialist 
(Obamacare) (Doraville) 

   
 5187 Buford Hwy NE, Atlanta, GA 30340 

Taxes David has spent 25 years on Buford Hwy in Doraville. We have the clients, 
the technology (ProSeries, SmartVault, CRM, an AI receptionist answering 24/7) 
and two brands, English and Spanish.  

Responsibilities 
• Prepare individual returns end to end (1040, Schedule C, ITIN, dependents, 

8962). 
• Quote and prepare Marketplace / Georgia Access applications during Open 

Enrollment (Nov–Jan). 
• Serve clients in person and on WhatsApp, collect payments, scan to the 

digital vault, keep the office spotless. 
• Open, run and close the office. You lead the day; the owner is one call away. 
 

Qualifications: 
• Fully bilingual Spanish–English (spoken and written). Es indispensable hablar 

y escribir bien español e inglés. 
• 1+ tax season with an active PTIN. Marketplace/ACA experience (a Georgia 

Accident & Sickness license is a big plus). 
• You've run an office or a full shift alone. 
• Your own car, living within 30 minutes of Doraville. Available in person 

Monday–Friday, plus Saturdays in tax season. 
 

Pay: $20 - $25 an hour - Full-time 
How to apply (5 minutes): https://forms.taxesdavid.com/careers/apply 
 
 
 
 
 
 
 
 

View the complete Job posting and Apply 

https://www.indeed.com/viewjob?jk=2ff4a201d39a0a51&l=30350&tk=1k5fbgrmig7fd801&from=web&advn=8834717428751165&adid=469872626&ad=-6NYlbfkN0A0xMJFPixYWjKg8M9K7hDYEzEL3_NR5q3P-hPnRbMDxVmdd-xdVD9lVCAsQ_kTpb73Eqix6QKYmWiMiWaW_ODVgS1UvGYbT2aJvtTTxYsAfvfX9Jgaa11n3QIR176qjj8Wu2G61nM5wz76IPdNy2xrpo68WZIPT4ENtkSuM0n2RSODxKdXYhwl429EsqG4nstq5KF5DbaA63pwPW3xQ1n2r1iZoQTrwqLoL6WgDuX50Ijzg8IIM0-PwFK9c_I88C6CMqxfYCBlWPNwbBgyMgifRiA0MoHj6C49549iePw-22ZzU4r5oTSXngIG0bEE_bZsdvcdZJehAGtc05R6Q7EFyJzcL1bvJSbRVmd3spgo0yXC_Jf2sbpRKp2nh3xmYTwK1PlHSpu47rEeksP2o1PeubvyYRId-gvncaYaDjCfutrLKe0i8NjcriyCRMCskBjQRmd39Sz3FlGgKwT9SCx_EPG7oe9r5NHsVDYdUvldBfdO6Iqkx6iWGfPS80y15ydQ_11pxFhN_MUN_2Pf9v35x11P5N6XlRVzuuaFBOmUQD3A_YzS3MS9Ei8M2gUcgLsNQVGS59eCuWjTzx83sAHZuBKWH-3c3F2D38N9X3hxkHTDfSbq0ciWPkwJH_Dhu0KW1Oz5UcoxQC4PmftqmC6TaRkV_gfgRLzol8eJmebS4BTiBRfXMW_KYcq58PNCSbc%3D&pub=4a1b367933fd867b19b072952f68dceb&camk=C3EPSzFlQw86roBsqTVHSA%3D%3D&xkcb=SoCJ6_M2dvfMpXy-9B0ObzkdCdPP&xpse=SoAx6_I2dvfHKSybaZ0IbzkdCdPP&xfps=da3f1d58-178f-4408-96db-62b452bdd44b&vjs=3
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 Medical Coder and Biller (Alpharetta)   

 
3333 Old Milton Parkway, Alpharetta, GA 30005 

 The Pain & Spine Physicians Surgery Center is seeking an experienced Medical 
Biller & Coder to assist the Revenue Cycle Management Manager with daily billing 
operations.  
The ideal candidate will have experience in ambulatory surgery center facility 
billing and anesthesia billing and a strong understanding of medical billing, 
coding, and insurance reimbursement. 

Responsibilities 
• Prepare and submit facility (UB-04) and anesthesia/professional (CMS-

1500/HCFA) claims. 
• Review medical records for accurate billing and coding. 
• Post payments and manage insurance denials, rejections, and appeals. 
• Follow up on outstanding claims and accounts receivable. 
• Identify billing errors and submit corrected claims. 
• Monitor aging reports and assist with billing reconciliations. 
• Maintain accurate billing records and ensure HIPAA compliance. 
• Work closely with the RCM Manager to improve billing processes. 

 

Qualifications: 
• Medical billing and coding experience required. 
• ASC facility and anesthesia billing experience strongly preferred. 
• Knowledge of UB-04 and CMS-1500/HCFA claim forms. 
• Familiarity with CPT, ICD-10-CM, HCPCS, and anesthesia coding. 
• Experience with insurance follow-up, denials, and accounts receivable. 
• Proficiency with billing and practice management software. 
• Strong organizational skills and attention to detail. 
• Ability to work independently and as part of a team. 
• CPC, CCS, or equivalent certification preferred. 

Pay: $25 - $28 an hour – Full-time 

 

 

 

View the complete Job posting and Apply 

https://www.indeed.com/viewjob?cmp=Pain-Physicians-Of-Atlanta&t=Medical+Biller&jk=51c6a87d38b96f86&xpse=SoCd67I2d18DcaS5Lp0LbzkdCdPP&xfps=e6a85c1b-20f9-4fca-b1d8-6943bfcd1190&xkcb=SoA567M2d18ID7ySlR0IbzkdCdPP&vjs=3
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Orthodontic Dental Assistant (Norcross) 

   
Norcross, GA 

Vitana is a Dental Partnership organization focused exclusively on growth-oriented 
Pediatric Dentists & Orthodontists. We invest in high-quality owner dentists who 
have built great practices and have the desire to take their financial and 
professional growth to the next level. 

Responsibilities 
• Chairside assisting for orthodontic procedures (e.g., bonding, debonding, 

archwires, appliance adjustments) 
• Taking impressions, digital scans and X-rays with confidence 
• Educating patients on appliance care, hygiene and treatment expectations 
• Supporting treatment planning, tracking appliance progress, and assisting 

both doctor and front-office staff 
• Being proactive in setup, cleanup, sterilization and supporting clinic flow 
• Being reliable: first to arrive, last to leave when needed 

Qualifications: 
• Previous orthodontic assisting experience 
• X-ray certification required 
• Strong interpersonal and teamwork skills 
• Detail-oriented, organized, genuinely enjoys working with patients 
• Travel to our offices in Decatur, Cumming & Norcross is required 

Pay: $25 - $30 an hour – Full-time 

View the complete Job posting and Apply 

Pediatric Dental Assistant: Another job posting by the same agency.         
Pay: $20 an hour – Full-time 

View the complete Job posting and Apply 

Front Desk Coordinator: Another job posting by the same agency.         
Pay: $20 an hour – Full-time 

View the complete Job posting and Apply 

https://jobs.lever.co/vitana-pediatric/24732235-8048-49df-9149-39abd077358b
https://jobs.lever.co/vitana-pediatric/4a54e383-5f1f-40f3-93d7-5c56f0d14fb5
https://jobs.lever.co/vitana-pediatric/43a447d4-486e-4dba-893b-e838d0394fad
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 Sterilization Technician & Dental Floater (Dunwoody) 

       
 200 Ashford Center N Ste 330, Dunwoody, GA 30338 

Bloom Holistic Dentistry is looking for a dependable, motivated, and detail-
oriented team member to join our growing practice! 

Responsibilities 

You'll start with sterilization, infection control, room turnover, and supporting our 
clinical team, with the opportunity to grow into a Dental Assistant role through 
hands-on training and mentorship. 
• Clean, disinfect, and sterilize instruments according to infection-control 

protocols. 
• Prepare and turn over operatories between patients. 
• Restock supplies and keep clinical areas clean and organized. 
• Support dentists, hygienists, and dental assistants throughout the day. 
• Learn clinical workflows, dental technology, and chairside assisting as training 

and qualifications allow. 

Qualifications: 
Dental experience is a plus, but we are willing to train the right person. We're 
looking for the right attitude, strong work ethic, and genuine desire to grow. 
We can teach skills, but accountability, initiative, and a willingness to learn are 
essential.  
• Reliable and accountable: Punctual, consistent, and follows through 

without constant reminders. 
• Proactive and organized: Notices what needs to be done and takes 

initiative. 
• Positive attitude: A team player who is willing to help wherever needed. 
• Quick learner: Open to feedback, eager to learn, and interested in 

professional growth. 
• Interested in holistic wellness: Excited to learn about holistic dentistry, 

airway health, and whole-body wellness. 

Pay: $20 - $25 an hour – Full-time 

 

View the complete Job posting and Apply 

https://www.indeed.com/viewjob?cmp=Bloom-Holistic-Dentistry&t=Sterilization+Technician&jk=71fd0fe128aa4a78&xpse=SoAi67I2d18AwWSA0x0LbzkdCdPP&xfps=5a76beef-6681-4356-b211-5baa8ada1912&xkcb=SoAD67M2d18ID7ySlR0ObzkdCdPP&vjs=3/
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 Food service and Hospitality hiring (1) 
 

General Manager - Restaurant (Dunwoody) 
$55,000 - $65,000 a year - Full-time 

Casa Oaxaca Group | Dunwoody, GA 30338 

Apply Here 

 

Server/Bartender (Dunwoody) 
$25 - $35 an hour - Full-time 

THE STONE AGE KOREAN STEAKHOUSE | 4764 Ashford Dunwoody Rd, Dunwoody 30338 

Apply Here 

 

Assistant Manager - Restaurant(Craft Burger By Shane) (Alpharetta) 
$50,000 - $65,000 a year - Full-time 

Craft Burger By Shane | 2500 Old Milton Pkwy #100, Alpharetta, GA 30009 

Apply Here 

 

Bar Manager (Peachtree Corners) 
$24 an hour - Part-time 

Politan Row | 5145 Peachtree Pkwy NW Ste 455, Peachtree Corners, GA 30092 

Apply Here 

 

SHIFT SUPERVISOR (FULL TIME)  |  BARISTA (FULL TIME) 
                            $22 an hour - Full-time   |  $17 an hour - Full-time  

                                                        Apply Here              |                 Apply Here 
                              Eurest Lenox Mall  |  3393 Peachtree Road NE, Atlanta, GA 30326 

 

Server/Bartender (Alpharetta) 
$20 - $27 an hour - Part-time, Full-time 

ichiban Steak & Sushi Alpharetta | 5306 Windward Parkway, Alpharetta, GA 30004 

Apply Here 

 

https://www.indeed.com/viewjob?cmp=Casa-Oaxaca-Group&t=Restaurant+Manager&jk=dc727076b6c21d5d&xpse=SoCj67I2dvQ3aYS0oJ0LbzkdCdPP&xfps=5d928fd2-2477-4ad0-ae9f-d3603ed79368&xkcb=SoDs67M2dvQhJeSEjZ0MbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?cmp=THE-STONE-AGE-KOREAN-STEAKHOUSE&t=Bartender&jk=54e789e3bebaa4e5&xpse=SoC267I2d143AGS7dB0LbzkdCdPP&xfps=1f78dd6f-b409-4402-b9d6-98dc51b26fd4&xkcb=SoCj67M2d144tFybRZ0NbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?cmp=CRAFT-BURGER-BY-SHANE&t=Assistant+Restaurant+Manager&jk=091e6ab0eb859a32&xpse=SoAi67I2d16QziSN1p0LbzkdCdPP&xfps=2773eb9d-bd9b-4676-9733-b8cd98a9486b&xkcb=SoDw67M2d16VpWSQcp0CbzkdCdPP&vjs=3
https://www.politanrow.com/bar-manager-forum
https://www.indeed.com/viewjob?jk=ef50f75825ddfe60&tk=1k5lml5ahg5hq800&from=serp&vjs=3
https://www.indeed.com/viewjob?jk=693570d9af533715&tk=1k5lml5ahg5hq800&from=serp&vjs=3
https://www.indeed.com/viewjob?cmp=Ichiban-Steak-%2526-Sushi-Alpharetta&t=Bartender&jk=521af2ce57879853&xpse=SoCi67I2d179r8yA0x0LbzkdCdPP&xfps=8e46e96c-d102-4fec-95a7-042886ab97e8&xkcb=SoDQ67M2d17gOwgXTb0KbzkdCdPP&vjs=3
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Food service and Hospitality hiring (2) 

Commercial Kitchen Cleaning Subcontractor – Roswell, GA 
$190 - $249 a day - Contract 

Impexx Property Services  | Roswell, GA 30076 

Apply Here 

 
Server/Cashier (Roswell) 

$19.93 - $20.00 an hour - Part-time 
sushi hut | 915 Woodstock Rd Ste 130, Roswell, GA 30075 

Apply Here 

 
Server/Waiter (Doraville) 
$18 - $30 an hour - Full-time 

Miss Gogi| 6035 Peachtree Rd Ste C115, Doraville, GA 30360 

Apply Here 

 
Guest Services Agent (Alpharetta) 

$16.50 an hour - Full-time 
WINDSOR CAPITAL GROUP | 5955 North Point Parkway, Alpharetta, GA 30022 

Apply Here 

 
Host (Buckhead) 

$16 - $20 an hour  -  Part-time, Full-time 
Buckhead Brewing | 128 East Andrews Drive NW, Atlanta, GA 30305 

Apply Here 

 
barista - Store# 27818, PEACHTREE DUNWOODY & HAMMOND DRIVE 

$16.00 - $18.16 an hour - Full-time 
Starbucks | 6001 Peachtree Dunwoody Road, Atlanta, GA 30328 

Apply Here 

 
Room Attendant/Housekeeping (Sandy Springs) 

$16 an hour - Full-time 
Westin Atlanta Perimeter | 7 Concourse Pkwy, Atlanta, GA 30328 

Apply Here 

https://www.indeed.com/viewjob?cmp=Impexx-Property-Services&t=Subcontractor&jk=9586d686871efd10&xpse=SoAx67I2d14aNjy3NB0LbzkdCdPP&xfps=f380c0ce-43e5-4834-953e-374843d58ef2&xkcb=SoDq67M2d14F0ZyY6p0HbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?cmp=Sushi-Hut&t=Server%2Fcashier&jk=59532d11de3019a1&xpse=SoCE67I2d18eOTyY2h0LbzkdCdPP&xfps=e9d17941-e9c5-4782-b288-258a6a643c49&xkcb=SoBk67M2d18ID7ySlR0GbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?cmp=Miss-Gogi&t=Server&jk=abe4085b9b2908a2&xpse=SoD567I2d15wCqSY2h0LbzkdCdPP&xfps=1981b9b2-dbe1-48d9-8b8c-3fe346ff18ee&xkcb=SoBJ67M2d159vOyCLp0BbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?jk=76485c9018b12afc&tk=1k5fb8dungijs800&from=serp&vjs=3
https://www.indeed.com/viewjob?cmp=Buckhead-Brewing&t=Host%2Fhostess&jk=af9b14377de54387&xpse=SoAv67I2d175PASEQR0LbzkdCdPP&xfps=f2b1c0a8-0455-4003-a122-adf281518fd1&xkcb=SoAQ67M2d17gOwgXTb0HbzkdCdPP&vjs=3
https://apply.starbucks.com/careers/job/481081441387?hl=en&&domain=starbucks.com&utm_source=appcast_indeedo&_ccid=179295917104633xidtppg&src=JB-12106&ittk=DH6ELJHIPX
https://www.indeed.com/viewjob?cmp=Marriott-International&t=Room+Attendant&jk=8dda75015da44d10&xpse=SoA167I2d17FcGyA0x0LbzkdCdPP&xfps=b3c39a5a-045d-4980-b426-4fe837220efe&xkcb=SoD867M2d17GzXgVEz0KbzkdCdPP&vjs=3
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 Senior care, Child care, Animal care, Healthcare hiring (1) 
House Manager (Buckhead) 

$25 - $30 an hour - Part-time 5pm-8pm (3 days a week) 
Household | Atlanta, GA 30305 

Apply Here 

 
Emerging Store Manager (Sandy Springs) 

$47,000 - $72,000 a year - Full-time 
Walgreens | 7530 Roswell Road, Sandy Springs, GA 30350 

Apply Here 

 
Enrollment & Marketing Specialist (Sandy Springs) 

$20 - $23 an hour – Full-time 
Primrose School of Sandy Springs North | 460 Abernathy Road, Sandy Springs, GA 30328 

Apply Here 

 
Resident Care Manager (Brookhaven) 

$20 - $22 an hour - Full-time 
Safe Haven Senior Living | Brookhaven, GA 30319 

Apply Here 

 
Resident Care Coordinator (Alpharetta) 

Up to $20 an hour - Full-time 
Legacy Ridge at Alpharetta Senior Living | 4125 North Point Parkway, Alpharetta, GA 30005 

Apply Here 

 
Assistant Manager, Store (Sandy Springs) 

$19.61 - $23.00 an hour - Full-time 
Hollywood Feed  | 6235 Roswell Rd # A, Sandy Springs, GA 30328 

Apply Here 

 
Lead Teacher (Chamblee) 

$39,390 - $41,000 a year - Full-time 
KLA Schools Chamblee | 3570 American Dr, Chamblee, GA 30341 

 Apply Here  

https://www.indeed.com/viewjob?cmp=Hampton-Inn-%2526-Suites-Pine-Bluff-Arkansas&t=House+Manager&jk=b2fe4419c5e90100&xpse=SoDs67I2d17B9QSEQR0LbzkdCdPP&xfps=28debe7a-8471-4006-8d1d-7d262f5fe212&xkcb=SoBb67M2d17GzXgVEz0PbzkdCdPP&vjs=3
https://jobs.walgreens.com/en/job/sandy-springs/emerging-store-manager/1242/102298267920?codes=Indeed
https://www.indeed.com/viewjob?jk=bc46f1843139921e&tk=1k5fbuc1bg6ko802&from=serp&vjs=3
https://www.indeed.com/viewjob?cmp=Safe-Haven-Senior-Living&t=Residence+Manager&jk=77b77f47700af817&xpse=SoCy67I2d18tIKyh5p0LbzkdCdPP&xfps=b7465fea-361c-41a4-bccc-3f0a6446c770&xkcb=SoAW67M2d18RRYgXTb0DbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?cmp=Legacy-Ridge-at-Alpharetta-Senior-Living&t=Care+Coordinator&jk=df6aec4c07cb6827&xpse=SoBN67I2d3_C5YSwK50LbzkdCdPP&xfps=77ee3cd4-521a-4356-a932-ecf5714de583&xkcb=SoCy67M2d3_MWpAXTb0LbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?jk=14a20a1bab00116b&tk=1k5lmeo8ag5hq800&from=serp&vjs=3
https://www.indeed.com/viewjob?jk=851c2add05f35c3e&tk=1k5fbbdhtg19s800&from=serp&vjs=3
https://www.indeed.com/viewjob?jk=851c2add05f35c3e&tk=1k5fbbdhtg19s800&from=serp&vjs=3
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 Senior care, Child care, Animal care, Healthcare hiring (2) 
 

Medical Assistant (Peachtree Corners) 
$18 - $20 an hour - Full-time 

Med Center | 4989 Peachtree Parkway, Peachtree Corners, GA 30092 

Apply Here 

 

Housekeeping/ Floor Tech (Roswell) 
$17 an hour - Full-time 

HHS Environmental Services, LLC (USA) | 3000 HOSPITAL BOULEVARD, Roswell, GA 30076 

Apply Here 

 

Childcare Assistant Teacher | Associate Teacher | Substitute Teacher (PT) 
                             Apply Here              |            Apply Here      |                 Apply Here 

                       $16.85 - $20.95 an hour  
                                           Bright Horizons |  3175 Windy Hill Road SE, Atlanta, GA 30339 

 

Shift Supervisor (Chamblee) 
$16.50 - $24.00 an hour - Part-time 

CVS Health | 5764 PEACHTREE BLVD, Chamblee, GA 30341 

Apply Here 

 

IMMEDIATE - Front desk/Patient Care Coordinator (Sandy Springs) 
$16 - $19 an hour - Full-time 

Enhanced Endocrinology | 5871 Glenridge Drive, Atlanta, GA 30328 

Apply Here 

 

Veterinary Assistant (Alpharetta) 
$16 - $19 an hour - Full-time 

North Main Animal Hospital | 562 N Main St, Alpharetta, GA 30009 

Apply Here 

                         

https://www.indeed.com/viewjob?cmp=MED-CENTER&t=Medical+Assistant&jk=5f8da3da44a4ef1e&xpse=SoDN67I2d18Ikwyh5Z0LbzkdCdPP&xfps=6a8791e5-690a-47a4-910c-6dbfb67bc97d&xkcb=SoCf67M2d171jTSQcp0GbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?jk=9fb1b7836471e0d8&tk=1k5fbj3t1g0vc801&from=serp&vjs=3
https://www.indeed.com/viewjob?jk=b3ef3c8e753801a7&tk=1k5fbf66pgli0800&from=serp&vjs=3
https://www.indeed.com/viewjob?jk=7aa3911b06df197c&tk=1k5fc0nl1gijs800&from=serp&vjs=3
https://www.indeed.com/viewjob?jk=7876cc255df063cb&tk=1k5fc0nl1gijs800&from=serp&vjs=3
https://jobs.cvshealth.com/us/en/job/CVSCHLUSR1079982EXTERNALENUS/Shift-Supervisor?utm_source=Appcast_Indeedorganic&ittk=WVANLWUKJ6
https://www.indeed.com/viewjob?cmp=Enhanced-Endocrinology&t=Front+Desk+Coordinator&jk=f84c91745c0f39c0&xpse=SoD_67I2d1n-tfS5AZ0LbzkdCdPP&xfps=403ce054-618d-47cc-b612-ce3294cf2ed1&xkcb=SoDL67M2d1ninAycpp0ObzkdCdPP&vjs=3
https://www.indeed.com/viewjob?jk=b20d9a68ed471aa8&tk=1k5fbbdhtg19s800&from=serp&vjs=3
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Others hiring (1) 

Residential House Cleaner – Independent Contractor (Sandy Springs) 
$25 - $35 an hour -  Part-time, Contract, Full-time 

CJ Cleaning Services | Sandy Springs, GA 

 Apply Here 
 

Guest Experience Lead | Forum @Peachtree Pkwy (Contract to January 27)  
$23.00 - $26.50 an hour -  Full-time 

Lululemon | 5155 Peachtree Pkwy, Peachtree Corners, GA 30092 

 Apply Here 
 

Exercise Physiologist (Roswell) 
$45,000 - $50,000 a year -  Full-time 

Discover Strength | 597 Atlanta Street, Roswell, GA 30075 

 Apply Here 
 

Janitorial Site Supervisor (Brookhaven) 
$20 - $23 an hour - Full-time 

ABM Industries Inc | 4151 Ashford Dunwoody Road 6th floor, Atlanta, GA 30319 

 Apply Here 

 

Business Operations Associate (Roswell) 
$19.88 - $22.37 an hour -  Full-time 

CarMax Auto Superstores, Inc | 11450 Alpharetta Hwy, Roswell, GA 30076 

 Apply Here 

 

Baggage Service Supervisor (ATL Airport) 
$19 an hour -  Full-time 

ABM Industries Inc | 4151 Ashford Dunwoody Road 6th floor, Atlanta, GA 30319 

 Apply Here 

 

Duct Fabrication Associate (Doraville) 
$17.41 - $26.11 an hour -  Full-time 

Ferguson Enterprises, LLC | 6945 Business Court, Doraville, GA 30340 

 Apply Here  

https://www.indeed.com/viewjob?cmp=C.J-Cleaning-Services&t=House+Cleaner&jk=a0d20a440e96dc93&xpse=SoCi67I2d15RpeS7dB0LbzkdCdPP&xfps=aad62110-206e-4925-8ddf-3f35ac362bb6&xkcb=SoBy67M2d15dnzScpp0abzkdCdPP&vjs=3
https://www.indeed.com/viewjob?cmp=C.J-Cleaning-Services&t=House+Cleaner&jk=a0d20a440e96dc93&xpse=SoCi67I2d15RpeS7dB0LbzkdCdPP&xfps=aad62110-206e-4925-8ddf-3f35ac362bb6&xkcb=SoBy67M2d15dnzScpp0abzkdCdPP&vjs=3
https://www.indeed.com/viewjob?cmp=C.J-Cleaning-Services&t=House+Cleaner&jk=a0d20a440e96dc93&xpse=SoCi67I2d15RpeS7dB0LbzkdCdPP&xfps=aad62110-206e-4925-8ddf-3f35ac362bb6&xkcb=SoBy67M2d15dnzScpp0abzkdCdPP&vjs=3
https://careers.lululemon.com/en_US/careers/JobDetail/Guest-Experience-Lead-Forum-at-Peachtree-Parkway-Contract-to-January-2027-/65259
https://careers.lululemon.com/en_US/careers/JobDetail/Guest-Experience-Lead-Forum-at-Peachtree-Parkway-Contract-to-January-2027-/65259
https://careers.lululemon.com/en_US/careers/JobDetail/Guest-Experience-Lead-Forum-at-Peachtree-Parkway-Contract-to-January-2027-/65259
https://www.indeed.com/viewjob?jk=abf036249dcf6d85&l=30350&tk=1k5fceml0gbre800&from=web&advn=8345905782010757&adid=469822675&ad=-6NYlbfkN0B5LxamMvMGFl2lX55WHv0iMM6KeqFK7-PBWsRryYZIPOVDXAeZMFIMiGoFxirV2HzbUyTeqXYFLMtRJSOCUYQ2jH2kprl0TZvJuK-4DIzIfcDYZCp4-1mo0dGerMuLxyhw1kFTIk5qVCWExRm5uBeCIzlldOtlnS9OKu3aiBinfvcnVxw0Xt_HgMTR8KHjxaJ6TqnTUFkszbeylA1PEZzDoL4S_rxvTDnrCcjA4NUP-qAFmWlXlY4O5qcRu9BOhDDqzw-MArDhtWUHQ07VinPg_bhrMch26yDhPO9VO9mORkJK-MEnb2wreJ_-RJ7nrNGq29drf_ykT0ZeC5tTGT2UVg_rOm855c0cVDLtbmuM185y15t1mR66mbgBan9rqn4rO57YuNQVOOiVHCkfaZcJBC2jaQWPmcs_I1r4nvWgaCFeAl8zjTsGO-pkZfpvN0cjaq2B6rMGaeoyV2wkV56ve1yErtXECJEhf1zMrBlZZwYId78-NqKK76_Lcw1wAhGh33uzJIW6yGR14lxqdzfKYwg_mKrf_Y6NQGM85cvoAzuPloCHlR0j_Qoj43TS8T3UIJYyM-dbjwmXQDTeC54YtHNLMFWNmZulkXsCt8_ZP2rCBq0DmZjZwqaJNietuS22e_ZRvt4Z2Nikzf5dI7-FbuFt6iacwQXpplHLgM4vI8K_qSniyvX2&pub=4a1b367933fd867b19b072952f68dceb&camk=C3EPSzFlQw-wiFWn0R9RKA%3D%3D&xkcb=SoBN6_M2dvQ1BzywMp0LbzkdCdPP&xpse=SoCS6_I2dvQxlOyLCZ0IbzkdCdPP&xfps=e6411362-2c75-4df1-b647-01d95dbe04fc&vjs=3
https://www.indeed.com/viewjob?jk=abf036249dcf6d85&l=30350&tk=1k5fceml0gbre800&from=web&advn=8345905782010757&adid=469822675&ad=-6NYlbfkN0B5LxamMvMGFl2lX55WHv0iMM6KeqFK7-PBWsRryYZIPOVDXAeZMFIMiGoFxirV2HzbUyTeqXYFLMtRJSOCUYQ2jH2kprl0TZvJuK-4DIzIfcDYZCp4-1mo0dGerMuLxyhw1kFTIk5qVCWExRm5uBeCIzlldOtlnS9OKu3aiBinfvcnVxw0Xt_HgMTR8KHjxaJ6TqnTUFkszbeylA1PEZzDoL4S_rxvTDnrCcjA4NUP-qAFmWlXlY4O5qcRu9BOhDDqzw-MArDhtWUHQ07VinPg_bhrMch26yDhPO9VO9mORkJK-MEnb2wreJ_-RJ7nrNGq29drf_ykT0ZeC5tTGT2UVg_rOm855c0cVDLtbmuM185y15t1mR66mbgBan9rqn4rO57YuNQVOOiVHCkfaZcJBC2jaQWPmcs_I1r4nvWgaCFeAl8zjTsGO-pkZfpvN0cjaq2B6rMGaeoyV2wkV56ve1yErtXECJEhf1zMrBlZZwYId78-NqKK76_Lcw1wAhGh33uzJIW6yGR14lxqdzfKYwg_mKrf_Y6NQGM85cvoAzuPloCHlR0j_Qoj43TS8T3UIJYyM-dbjwmXQDTeC54YtHNLMFWNmZulkXsCt8_ZP2rCBq0DmZjZwqaJNietuS22e_ZRvt4Z2Nikzf5dI7-FbuFt6iacwQXpplHLgM4vI8K_qSniyvX2&pub=4a1b367933fd867b19b072952f68dceb&camk=C3EPSzFlQw-wiFWn0R9RKA%3D%3D&xkcb=SoBN6_M2dvQ1BzywMp0LbzkdCdPP&xpse=SoCS6_I2dvQxlOyLCZ0IbzkdCdPP&xfps=e6411362-2c75-4df1-b647-01d95dbe04fc&vjs=3
https://www.indeed.com/viewjob?jk=abf036249dcf6d85&l=30350&tk=1k5fceml0gbre800&from=web&advn=8345905782010757&adid=469822675&ad=-6NYlbfkN0B5LxamMvMGFl2lX55WHv0iMM6KeqFK7-PBWsRryYZIPOVDXAeZMFIMiGoFxirV2HzbUyTeqXYFLMtRJSOCUYQ2jH2kprl0TZvJuK-4DIzIfcDYZCp4-1mo0dGerMuLxyhw1kFTIk5qVCWExRm5uBeCIzlldOtlnS9OKu3aiBinfvcnVxw0Xt_HgMTR8KHjxaJ6TqnTUFkszbeylA1PEZzDoL4S_rxvTDnrCcjA4NUP-qAFmWlXlY4O5qcRu9BOhDDqzw-MArDhtWUHQ07VinPg_bhrMch26yDhPO9VO9mORkJK-MEnb2wreJ_-RJ7nrNGq29drf_ykT0ZeC5tTGT2UVg_rOm855c0cVDLtbmuM185y15t1mR66mbgBan9rqn4rO57YuNQVOOiVHCkfaZcJBC2jaQWPmcs_I1r4nvWgaCFeAl8zjTsGO-pkZfpvN0cjaq2B6rMGaeoyV2wkV56ve1yErtXECJEhf1zMrBlZZwYId78-NqKK76_Lcw1wAhGh33uzJIW6yGR14lxqdzfKYwg_mKrf_Y6NQGM85cvoAzuPloCHlR0j_Qoj43TS8T3UIJYyM-dbjwmXQDTeC54YtHNLMFWNmZulkXsCt8_ZP2rCBq0DmZjZwqaJNietuS22e_ZRvt4Z2Nikzf5dI7-FbuFt6iacwQXpplHLgM4vI8K_qSniyvX2&pub=4a1b367933fd867b19b072952f68dceb&camk=C3EPSzFlQw-wiFWn0R9RKA%3D%3D&xkcb=SoBN6_M2dvQ1BzywMp0LbzkdCdPP&xpse=SoCS6_I2dvQxlOyLCZ0IbzkdCdPP&xfps=e6411362-2c75-4df1-b647-01d95dbe04fc&vjs=3
https://eiqg.fa.us2.oraclecloud.com/hcmUI/CandidateExperience/en/sites/CX_1001/job/170952?source=indeed
https://eiqg.fa.us2.oraclecloud.com/hcmUI/CandidateExperience/en/sites/CX_1001/job/170952?source=indeed
https://eiqg.fa.us2.oraclecloud.com/hcmUI/CandidateExperience/en/sites/CX_1001/job/170952?source=indeed
https://carmax.wd1.myworkdayjobs.com/External/job/GA---Atlanta---Roswell/Business-Operations-Associate_JR-183052-1?source=BY-Indeed_Organic
https://carmax.wd1.myworkdayjobs.com/External/job/GA---Atlanta---Roswell/Business-Operations-Associate_JR-183052-1?source=BY-Indeed_Organic
https://eiqg.fa.us2.oraclecloud.com/hcmUI/CandidateExperience/en/sites/CX_1001/job/171255?source=indeed
https://eiqg.fa.us2.oraclecloud.com/hcmUI/CandidateExperience/en/sites/CX_1001/job/171255?source=indeed
https://ferguson.wd1.myworkdayjobs.com/Ferguson_Experienced/job/Doraville-GA/Duct-Fabrication-Associate_R-141606?source=indeed
https://ferguson.wd1.myworkdayjobs.com/Ferguson_Experienced/job/Doraville-GA/Duct-Fabrication-Associate_R-141606?source=indeed
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Others hiring (2) 

Library Assistant - FT (Buckhead) 
$17.50 an hour -  Full-time 

OGLETHORPE UNIVERSITY INC| Atlanta, GA 30319 

 Apply Here 
 

Assistant Site Manager (Roswell) 
$17 - $21 an hour -  Full-time 

Whistle Express Car Wash | 11560 Alpharetta Highway, Roswell, GA 30076 

 Apply Here 
 

Groundskeeper, Multifamily (Buckhead) 
$17 - $20 an hour -  Full-time 

Cushman & Wakefield | 3390 Stratford Road NE, Atlanta, GA 30326 

 Apply Here 
 

Production Associate - Generalist (Alpharetta) 
$17 an hour - Full-time 

Octane5 International, LLC | 2855 Marconi Drive, Alpharetta, GA 30005 

 Apply Here 

 

Security Professional Flex Officer (Buckhead) 
$17 an hour - Full-time 

Allied Universal| 3355 Lenox Rd NE Ste 300, Atlanta, GA 30326 

 Apply Here 

 

Front Office Administrator (Doraville) 
$17 an hour -  Part-time Sunday–Friday, 8:00 AM – 2:00 PM | 36 hours per week 

Air Green Solution | 4025 Pleasantdale Road, Atlanta, GA 30340 

 Apply Here  

 

Warehouse Coordinator (Peachtree Corners) 
$16.40 - $25.21 an hour - Full-time 

Option Care Health | 5854 Peachtree Corners E Suite 200, Peachtree Corners, GA 30092 

 Apply Here 

https://www.paycomonline.net/v4/ats/web.php/portal/E89EC0BE36E642B4CF9B1208D8AFD807/jobs/353134?source=Indeed
https://www.paycomonline.net/v4/ats/web.php/portal/E89EC0BE36E642B4CF9B1208D8AFD807/jobs/353134?source=Indeed
https://www.paycomonline.net/v4/ats/web.php/portal/E89EC0BE36E642B4CF9B1208D8AFD807/jobs/353134?source=Indeed
https://whistleexpresscarwash.wd108.myworkdayjobs.com/Whistle_Express_Car_Wash/job/644---Roswell-Alpharetta/Assistant-Site-Manager_JR106574
https://whistleexpresscarwash.wd108.myworkdayjobs.com/Whistle_Express_Car_Wash/job/644---Roswell-Alpharetta/Assistant-Site-Manager_JR106574
https://whistleexpresscarwash.wd108.myworkdayjobs.com/Whistle_Express_Car_Wash/job/644---Roswell-Alpharetta/Assistant-Site-Manager_JR106574
https://www.indeed.com/viewjob?jk=793084474799c93f&tk=1k5lp05ckgbrm801&from=serp&vjs=3
https://www.indeed.com/viewjob?jk=793084474799c93f&tk=1k5lp05ckgbrm801&from=serp&vjs=3
https://www.indeed.com/viewjob?jk=793084474799c93f&tk=1k5lp05ckgbrm801&from=serp&vjs=3
https://www.indeed.com/viewjob?cmp=Octane5-International%2C-LLC&t=Production+Associate&jk=30f71cebfae978ea&xpse=SoA367I2d17iDVyh5p0LbzkdCdPP&xfps=6f99f4ec-3430-48df-b105-438c76c56b58&xkcb=SoA-67M2d17tJ9yCLp0AbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?cmp=Octane5-International%2C-LLC&t=Production+Associate&jk=30f71cebfae978ea&xpse=SoA367I2d17iDVyh5p0LbzkdCdPP&xfps=6f99f4ec-3430-48df-b105-438c76c56b58&xkcb=SoA-67M2d17tJ9yCLp0AbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?cmp=Octane5-International%2C-LLC&t=Production+Associate&jk=30f71cebfae978ea&xpse=SoA367I2d17iDVyh5p0LbzkdCdPP&xfps=6f99f4ec-3430-48df-b105-438c76c56b58&xkcb=SoA-67M2d17tJ9yCLp0AbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?jk=069b5ce44dee770b&tk=1k5fav088g2tk800&from=serp&vjs=3
https://www.indeed.com/viewjob?jk=069b5ce44dee770b&tk=1k5fav088g2tk800&from=serp&vjs=3
https://www.indeed.com/viewjob?cmp=Air-Green-Solution&t=Office+Administrator&jk=197a8da2b662fb51&xpse=SoC067I2d18V2Py-tx0LbzkdCdPP&xfps=a9c7b041-1ce4-466e-84d8-9407f57ff5d6&xkcb=SoD_67M2d18ddWSUY50HbzkdCdPP&vjs=3
https://www.indeed.com/viewjob?cmp=Air-Green-Solution&t=Office+Administrator&jk=197a8da2b662fb51&xpse=SoC067I2d18V2Py-tx0LbzkdCdPP&xfps=a9c7b041-1ce4-466e-84d8-9407f57ff5d6&xkcb=SoD_67M2d18ddWSUY50HbzkdCdPP&vjs=3
https://optioncarehealth.com/careers/career-search/posting/warehouse-coordinator/R37568?source=indeed
https://optioncarehealth.com/careers/career-search/posting/warehouse-coordinator/R37568?source=indeed

