
Our client, Sardis Developments Limited invites applica� ons 
for the posi� on of Construc� on Management, Accoun� ng and 
Administra� ve Assistant.  The successful candidate will:

• Provide general construc� on management assistance 
and administra� ve control of the ordering, importa� on 
and installa� on processes associated with commercial 
construc� on

• A� end and chair on site bi-weekly mee� ngs
• Manage key stakeholders’ schedules, organize mee� ngs; 

record and transcribe mee� ng minutes, as required
• Set up online bank payments and manage a variety of Excel 

spreadsheets 
• Analyze and report on a variety of basic accoun� ng related 

informa� on
• Assist with marke� ng ini� a� ves for commercial and 

residen� al off erings 
• Addi� onal assigned du� es as required

Knowledge, Skills and Experience Required:
• Formal secretarial cer� fi ca� on together with fi ve years’ 

senior secretarial or administra� ve experience  
• Experience working in the construc� on industry 
• Basic knowledge of accoun� ng concepts and prac� ces
• Marke� ng cer� fi ca� on or prior marke� ng experience
• Profi ciency in the use of MS Offi  ce (Word, Outlook and Excel)
• Excellent oral and wri� en communica� on skills 

The successful candidate must be willing to work a� er hours and 
on weekends as required and be comfortable working in an ac� ve 
construc� on site environment.

Interested applicants should e-mail resumes and at least two 
professional references to hr@capcarsos.com or apply in wri� ng to:

SOS Limited and CapCar Temporary Services, 
PO Box HM 1721, Hamilton HMGX

Tel: 441-295-1585 | Fax: 441-295-1495
Closing date :  25 September 2015


