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Small Business Office Manager

Questions

Q1. Are you sick and tired of not getting what you want most?

 

Q2. Are you fed up with working with unorganised people who keep changing their mind and don’t know what they want?

 

Q3. Are you beyond working in a less than perfect environment?

 

Q4. Are you working with your heart, and over being not recognised and always being continually frustrated?

 

Q5. Do you dream of working with managers in a business where the people work the systems and the systems run the business and the people have fun?

 

Q6. Are you looking for your Dream Job... your Perfect Position? 

 

Q7. Would you Absolutely Love a role in a small and dynamic company with the accountability for these positions…  

· Administration Manager 

· Finance Manager 

· Client Acquisition Manager 

· Assistant to CEO 

· HR Services Associate 

· Media Associate 

· Event Coordinator 

 

Oh! And by the way… we provide you with the working environment, the necessary resources, and appropriate training to enable the accountabilities of these positions (results, work and standards) to be accomplished. 

 

Boost Business Results is exactly what we do and more...  

 

Our CEO Don Farnden is the Master of Boosting Business and author of the book “Creating Customers for Life!” He is acknowledged as a guru in the fields of business development techniques, increasing business profits and in maximizing the business owner's most precious asset - TIME. 

 

He has studied with well known Business Entrepreneurs including. Michael E Gerber, author of "The E-Myth Revisited"; Alex Alexander, creator and primary author of Gerber's "E-Myth Mastery Program"; Christopher Howard, author of "Turning Passions into Profits"; Des Hunt, author of "What Makes People Tick"; Tim Paulson, author of "Love and Grow Rich"; Mal Emery, "Rebellious" and "Street Smart" Direct Marketing Entrepreneur; Pete Godfrey, master of "Direct Response" copywriting; and Joel Bauer, author of "How to Persuade People Who Don't Want to be Persuaded: Get What You Want-Every Time!". 

 

Don is the founder of Boost Business Results Pty Ltd (formerly Nationwide Training Australia Network), and Co-Founder and Director of the Alliance for Enterprise Leadership, Inc (AEL). He is the Master Coach of Boost Business Results Full Spectrum Coaching Team, and is the induction coach of AEL Full Spectrum business coaches globally. 

 

Don's ability to "think on his feet" makes him one of the most highly sought after and popular speakers on business related topics. His language is straight forward and his presentations combine empathy and humour to achieve rapport with his audiences. 

 

Don says he wants the people who attend his seminars to walk away with actual tools they can apply in their businesses the next day to bring about immediate results. Don focuses his attention exclusively on a few select and his own nationwide seminars, intensive workshops, client coaching and mentoring.

Sound interesting?  

 

Do YOU want to be part of Don's passion and join this exciting team... read on to find out more.

Communication
1. Ability to follow, lead and work within a team environment

2. Friendly, polite and have a great sense of humour

3. Great communicator, both oral and written 

4. Your knowledge and application of grammar, spelling, arithmetic and geography is fluent

5. Experience using Communication Relationship Management (CRM) software and creating and managing Marketing Campaigns (experience with Maximizer, Goldmine, Infusion or similar will be viewed very favourably)

6. Excellent Customer Service

Organisation
1. You apply yourself Enthusiastically and Energetically 

2. You are well organised with attention to detail 

3. You have excellent time/ task management 

4. Has exceptional Outlook Task experience and can run several diaries

Supervision
1. Supervision and Training of others in a fast paced environment 

2. Team Leader with efficient and effective management and delegation skills 

3. Monitor and conduct Performance Reviews and Staff Meetings 

4. Work well unsupervised and within an intimate team 

5. You are ‘into’ personal development and self improvement

Management
1. Be an active member of both our Strategic and Operational Management teams

2. See challenges as opportunities and seek answers to problems before reporting the problem

3. Are consistently in ‘SWOT mode’

4. Big Picture thinker

Initiative
1. Responsible and Reliable

2. Able to cheerfully accept and handle change

3. Show inventiveness, enterprise and instigate self improvement

Operational Skills
1. Systems management, development, implementation and monitoring

2. Data entry, financial management, MYOB & Microsoft Office software

3. Enhanced technical skills

4. Website development (FTP and FrontPage experience would be very beneficial)

5. Inventory control of library of books 

 

As the Event Co-ordinator you will also be required to travel out of the office to events we host locally in Adelaide, in regional SA and also interstate to most capital cities and selected major regional areas on occasions.

 

Apply today… send your Cover Letter and Resume direct to Tracy@boostbusinessresults.com.au answering the following questions in your cover letter

 

1. Please indicate how many years experience you have working in small business & this type of role 

2. Please indicate your proficiency with the Microsoft Office suite of products, including Word, Excel and especially Outlook. 

3. Describe a situation where you were faced with a number of competing priorities. What did you do?

 

We are looking for the perfect GEM to join our team... and are ready to employ NOW...   If you fit ALL of the above, expect an interview! 

 

Good Luck and Here's to More Life! 

 

Boost Business Results - that's exactly what we do! 

 

Check us out at... www.boostbusinessresults.com.au 
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