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A d m ini s t r a t i on  |  O f f i ce  C o or d in at or  

    

I f  yo u  be l i e ve  in  … 

... respect and humility 

... caring for others and your work 

... a can-do positive attitude 

... being a curious student for life 

... asking questions and listening 

... detail and nothing left to chance 

... fresh yet timeless design 

... knowing how to construct what you are imagining 

... resourcefulness and the value of a dollar 

... doing what it takes to complete projects on time 

... professionalism 

... teamwork 

... giving back + forward! 

… realizing the client’s vision 

... the job not being done until the client is thrilled 

    

W e e xi s t  t o…  

“ to  cr ea te  TH E  s pace  t hat  pu sh es  b ou n da r i e s ,  

e n ga ges ,  a nd  m o ve s  p e op l e . ”  

 

CID Design Group is  a 35+ year old nat ional and international,  multi-d isc ipl ined 

boutique Inter ior  Design f irm in Naples,  FL,  seeking l ikeminded,  ta lented,  motivated,  

and forward-think ing people.   We are a fast-paced,  des ign f irm that is  growing with  

great opportunity  for  the r ight person.   Our portfol io includes projects  coast-to-coast 

in over 35 states,  60 c it ies,  and across North  America.  We focus on: mult i-family,  

hospita l i ty ,  and commercia l  des ign in both new development and renovat ion.   At CID 

“We Care about Everything” – Our c l ients,  our people,  our fami l ies,  our community,  

our work,  thinking outs ide the box,  resourcefulness and making a d if ference every 

day.           

        

I f  t h i s  s o un ds  l i ke  yo u ,  co nt ac t  u s  f or  th e  n i t ty  g r i t t y !  

a p ply@ ci d-d es i gn gro u p . com  

    

P le ase  Su bm i t :  

□ Resume 

□ Salary History  

□ References  

□ Quant ify  as  infographic or scale (1-10)  expert ise in the fol lowing: 

-  Excel     -  Out look  

-  Word    -  PowerPoint  
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J O B  S U M M A R Y :  The Off ice Coordinator’s  main task is  to faci l i tate and oversee the 

dai ly  functions that take place within the off ice.  The Off ice Coordinator’s  main  focus 

is  col laborat ing with principal(s)  and managers in order to maintain  schedules,  

provide administrat ive and technical  support ,  and ensure smooth company operations.  

The Off ice Coordinator must also oversee the fac i l it ies,  repairs ,  and maintenance of  

company property.     

 

E S S E N T I A L  J O B  F U N C T I O N S :  

-  Assist and monitor bui lding fac i l it ies/maintenance to insure a  professional 

appearance at a l l  t imes.  Maintain the off ice condit ion and arrange necessary 

repairs .   

-  Troubleshoot and fol low through with a l l  IT and Software related issues and 

resolut ions under the supervis ion of  the Bus iness Operations Manager and 

submit a l l  trouble t ickets  to IT portal.  

-  Perform as Receptionist back-up.  

-  Maintain and manage equipment to provide seamless and eff ic ient  f low of  

internal operat ions inc luding but not l imited to: copy machines,  computers,  

phone systems,  appliances,  and software requirements.   

-  Negotiates the purchase of  off ice supplies,  equipment,  etc.   

-  Responsible for  arranging internal  off ice moves and new employee set-up.  

-  Supervise recept ion/administrat ion funct ions pertaining to internal 

organization,  cl ient and team meetings and administrat ive team support.  

-  Assist with administrative duties as  related to recru itment and networking 

events as  needed.  

-  Manage administrat ive errands as necessary.   

-  Provide administrat ive support to team as deemed necessary.  

-  Act as a back-up to travel coordinator by ass ist ing with travel arrangements as 

needed.   

-  All  other duties as  ass igned.  

 
R E Q U I R E M E N T S :  

-  Bachelor’s  Degree in Business Administration or Business Associates Degree 

with s ign if icant Administrative experience.   

-  2+ years off ice management experience.  

-  3+ years of  customer service experience.  

-  IT troubleshooting experience is  required.   

-  Highly developed MS Off ice ski l ls  

-  Except ional organizational sk i l ls  

-  Strong communications ski l ls  

-  Abil ity  to pr ior it ize and respond quick ly  

 

C O M P E N S A T I O N / B E N E F I T S :   

₋  Salary is  based upon experience 

₋  (10)  Paid PTO Days  

₋  (10)  Paid Holidays 

₋  Health Insurance E l igible after 30 Days 

₋  401K El igib le after 1 year  
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₋  Continued Educat ion Opportunit ies  

₋  Healthy L ife Reimbursement 

 

H O U R S :  8 : 3 0  –  5 : 3 0 ,  M o n  t h r o u g h  F r i  

R E P O R T S  T O :  M a n a g e r  o f  B u s i n e s s  O p e r a t i o n s   

 


