
POSITION VACANT  
 

 
REGION  Hervey Bay 

POSITION  Administration Assistant / Receptionist 

QUALIFICATION Certificate II in Business Administration 

NOMINAL TERM 12 months 

MODE Full time 
 

DESCRIPTION 
 

This local company require a jnr trainee receptionist to join their busy 
team.    Duties will include but are not limited to answering incoming 
calls, greeting customers, filing, collating documents, keeping the 
office presentable, and other general office duties.    As this is a 
traineeship position - applicants will only be deemed suitable if they 
do not already hold a certificate level in business administration    We 
are looking for someone who is highly motivated & organised, has 
good communication & computer skills, immaculate presentation - a 
team player with a great attitude. 

 

EXPERIENCE / 
SKILLS REQUIRED 
 

We are looking for someone who is highly motivated & organised, has 
good communication & computer skills, immaculate presentation - a 
team player with a great attitude. 

 

APPLICATIONS TO 
 

Peta Smith 
Wide Bay Group Training 
P.O. Box 2260 
Hervey Bay, 4655 
Or Email petas@wbgt.com.au 
 

 
 

 
 
 

 

  

 


