RIGGS & RIGGS, INC.

REAL ESTATE APPRAISAL & CONSULTING

Job Title:
Real Estate Office Administrator & Research Assistant
Job Description:

e Report Editing

Real Estate Research

General Administrative Tasks

Opening and Closing Files

Creating Maps

e Word, Excel, Adobe Photoshop - Preferred

Location:

4195 Valley Fair Street, Suite 207, Simi Valley, CA 93063
Pay:

$22 to $30/ hour

Schedule:

Part time

How to Apply:

Please send your resume to Joyce Riggs at
riggs@riggsandriggsinc.com



