
Nosh Tucson 

Job Title: Administrative Assistant Position Type: Part Time/Full Time 

Level/Salary Range: $15 Classification: Non-exempt 

Training: Will train Reports To: Tina Marie Wilken 

Job Description 

Summary/Objective  

Nosh Tucson is a growing catering and bakery company looking for motivated and passionate individuals to join 
our team. Our heritage is built on restaurant and hospitality experience and fueled by our passion for 
exceptional food and service. We believe food brings people together and we channel this into all that we do at 
Nosh.  

The position of Administrative Assistant performs a variety of administrative and clerical tasks. Duties of the 
Administrative Assistant including providing support to the owner and fellow team members, assisting in daily 
office needs and managing the company’s general administrative activities. 

Essential Functions 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

Job Duties  

 Answer and direct emails and/or phone calls 
 Organize and schedule appointments 
 Plan meetings and take detailed notes 
 Develop and maintain a filing system 
 Order office supplies and research new deals and suppliers 
 Maintain contacts list and CRM 
 Book travel arrangements 
 Light bookkeeping 
 Provide general support for customers/clients 
 Exhibits polite and professional communication via all mediums 

Other Responsibilities  

In addition to the above list, you may be asked to help manage social media, the website, edit/review copy for 
blog articles, social media content, etc.  

Work Environment 

Part virtual/Part In-Person 

Position Type/Expected Hours of Work 

10-20 hours a week (potential to grow full time) 
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Preferred Education and Experience 

1. Prior experience working as administrative assistant, virtual assistant, or office admin assistant. 
2. Proficiency in MS Office 
3. Excellent time management skills and ability to prioritize work 
4. Excellent written and verbal communication skills 
5. High School Diploma 

Additional Eligibility Qualifications 

 [add any additional requests here for the position] 
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