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EXECUTIVE ASSISTANT - Children's Entertainment Brands  

Panda Mony Toy Brands – Torrance. P/T. Reside in the South Bay, or about 10 miles from 

Torrance. $10.50 - $12.00/hr. We’re new children’s entertainment and CPG Company offering 

an entry-level opportunity. Outgoing, positive, responsible and organized. Support the company 

president. Book conventions, manage calendar, schedule meetings, write correspondences, 

record meetings, retype notes, organize file server and cloud storage, file legal documents, write 

and distribute agendas, and organize a modest-sized office. Positive attitude - find the positive 

aspects of an awful proposal and deliver constructive tips to improve it.  Able to maintain a smile 

and positive mindset even when someone is being rude. We’re an early stage company and 

believe it's super-important to set the standard now that will build a supportive culture where we 

don’t dread coming to work. Practically read minds. Study how the company president operates 

in order to anticipate his needs. Interest in children’s entertainment. We primarily work with 

merchandise and content intended for kids 6-11. Ability to prioritize and organize tasks, and 

handle confidential information. Stay up to date on children’s entertainment industry news: Toys, 

comics, cartoons, video games. Talk about it in the office. Transcribe beautifully handwritten 

notes into cold, heartless, digital format. Time management, experience booking travel, typing 

(50WPM+), Microsoft Office, Microsoft Windows, Google Suite (Drive, Calendar, Hangouts, 

Sheets, Docs), proper grammar, understanding of operating system file management (we're 

primarily PC), and Adobe Acrobat (editing and creating PDFs). Bonus skills: Adobe Suite 

(Photoshop, Illustrator, Premier, After Effects, InDesign, Dreamweaver), QuickBooks, social 

media administration, copywriting for marketing, creative copywriting, Linux, Mac, and HTML 

or JavaScript. 

Go to: https://www.indeed.com/viewjob?jk=efa1465377130339&q 

 

 

CHEVRON HIRING EVENT - CUSTOMER SERVICE REPRESENTATIVES 

Wednesday: 12/13/17 at 9:40am – 1:00 p.m. 

Locations: El Segundo, Los Angeles, Manhattan Beach, Venice, Inglewood, San Pedro, 

Westwood and Redondo Beach.  Six months of Cashiering & customer service experience. 

Positive, out-going personality and effective verbal & written communication skills. Operate a 

retail facility by providing 4-Step customer service, while accurately transacting sales of fuel and 

merchandise. Provide top quality customer service at all times and to every customer. Perform 

daily station cleaning and maintain a safe work environment.  Complies with company standards 

on carding customers for all age restricted products.  Based on location, prepare food & drinks, 

clean, stock and maintain food prep area in compliance with health codes.  Stock and merchan-

dise as instructed by management.  Secure all funds in safe or register. Make timely drops and 

maintains cash drawer at or below maximum level.  Conduct Loss Prevention Observations, Loss 

Investigations and Near Loss Investigations. Strong interpersonal, problem-solving, and team 

building skills.  Ability to work a flexible schedule, including nights and weekends.  Salary and 

incentive program, Medical/Dental/Thrift Plan, Tuition Reimbursement, Paid Vacation, Paid 

Holidays, Paid Sick Leave, and career path advancement opportunities. Dress professionally. 

Edit your resume to reflect 6 months of Cashiering/Customer Service with an objective of 

Customer Service Representative, and email to beng@sbwib.org.  Apply online before Wed. 

12/13/17: https://jobs.chevron.com/search/?q=&locationsearch=los+angeles  Pick a city.  

Email beng@sbwib.org when completed.  Attend at Gardena One-Stop Career Center, 

16801 South Western Avenue, Gardena, CA 90247  - (310) 538-7070. 
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CLIENT SERVICE REPRESENTATIVE  

Bank of America – Compton.  P/T, 20 hrs./wk. 1st shift.  Process transactions accurately and 

efficiently in a fast-paced environment while simultaneously introducing products and services 

that meet the customers’ needs and encouraging customers to expand their relationship with 

Bank of America. This position was previously known as the Teller position within the Financial 

Center. Six months’ cash handling experience.  Proven results in exceeding goals in areas of 

sales and service in a customer-centric, results-driven environment.  Six months customer service 

experience in financial services, retail sales or a goal-oriented environment.  Six months 

experience with cross-selling, up-selling and/or referring products.  Thrive on engaging with 

customers; can begin a conversation, build rapport, and handle objections.  Ability to identify 

customer financial needs, goals and objectives; comfortable asking customers about their 

personal finances.  Ability to sell customers on meeting with a sales associate to learn about 

products/services.  Ability to respond and assist customers with inquiries and/or problem 

resolution.  Work effectively as a team member.  Strong communication skills (including verbal 

and non-verbal) and active listening skills.  Careful attention to detail and time management.  

Proficiency in basic computer skills.  Pass pre-employment assessment. 

Go to: http://careers.bankofamerica.com/job-detail/17078129/united-states/us/client-

service-representative 

 

 

ADMINISTRATIVE ASSISTANT  

Workforce Enterprises - Rancho Dominguez. Temporary Create spreadsheets, prepare expense 

and other reports, enter data and create reports. Order and maintain inventory of various office 

and warehouse supplies. Manage all vendors including, but not limited to, the cleaning service, 

vending machines, repair services; monitor invoices and submit for payment; maintain consistent 

effective communication with corporate Procurement department. Support the SAP process 

Sort and distribute incoming mail to office personnel and prepare outgoing mail with appropriate 

postage. Maintain working status of office equipment. Answer, screen and route telephone calls 

appropriately. Duties may include reassignment to alternate operational areas as business needs 

require. Essential duties are not necessarily exhaustive and may be supplemented or otherwise 

revised. High School or equivalent training and/or least 6 months related experience. Ability to 

read, write and speak English. Understand and perform report preparation; simple posting and 

recording, typing. Understand standardized math processes utilizing addition and subtraction. 

Work as a team member with a minimum amount of supervision and the ability to multi-task. 

Contact other departments, terminals or customers on matters involving correction or adjustment 

where cooperation is essential. Walk throughout the office and warehouse to access file cabinets, 

office machinery and products. Unload supplies and other materials weighing up to 20 pounds to 

organize or deliver to end user. Operate a computer by entering data and preparing reports. 

Communicate with other departments, other terminals and vendors in order to exchange 

information and prevent delays. This is a warehouse environment where frequently this position 

will be exposed to cold, hot and changing temperatures; will constantly experience noise at 

medium level not damaging or loud enough to require protective equipment; will frequently be 

exposed to dust, dirt and changes in lighting. 

Go to: https://www.indeed.com/viewjob?jk=9e0d3e7959e81872 
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