
OFFICE ASSISTANT

Nest Studio, a small luxury decorative hardware company, is looking for a part-time
office assistant for our Florham Park, New Jersey location (currently South Orange
until May 1). This position is primarily on-site and will support the product fulfillment,
marketing & sales teams.

● 12-15 hours on-site (3x+ days per week)
○ Opportunities for growth in hours
○ Flex-time to work around childcare

● Additional hours for remote projects are possible
● Initially 1099 position but hourly payroll and 401K benefits are available after a

year of employment

RESPONSIBILITIES
Product Fulfillment

● Assisting packing and shipping outgoing customer orders
● Receiving and processing in-bound packages
● Assisting with quality control of inventory received frommanufacturers and

customer returns
● Performing regular physical inventory counts and reconciling digital and

manual inventory
● Must be able to lift boxes of hardware

Office Management
● General office organization
● Filing papers/ receipts/ forms
● Filing prototypes
● Managing and ordering office and shipping supplies

Sales and Marketing
● Organizing and maintaining trade show and event materials
● Managing customer mailings and other reach-outs
● Maintaining library of marketing materials, care-cards, and other collateral

SKILLS / COMPETENCIES
● Extremely organized/ demonstrates a clear understanding of organizational

systems and best practices
● Willing to perform physical tasks
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● Comfortable learning new technologies/ software and systems (for inventory
management, shipping, accounting etc) and then using them with ease and
efficiency

● Understands how to troubleshoot software problems and where to find
solutions and workarounds

● Takes initiative to build new and existing systems and take the organization to
the next level

● Clear and organized written communication
● Working knowledge of Mac computers & Google software suite
● Prior experience in shipping/ QC/ inventory management a plus
● Prior experience in online sales a plus
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