Operations Assistant – Saint Paul, OR
 
ESSENTIAL DUTIES AND RESPONSIBILITIES
· Greet visitors and answer incoming phone calls 
· Receive, sort, and distribute mail 
· Maintain filing systems and office records 
· Prepare coffee, snacks, and refreshments for daily gatherings, meetings, and guest visits 
· Maintain kitchen cleanliness, including running and unloading the dishwasher 
· Open and close the office and coordinate coverage when absent
· Provide general clerical support to operations and management staff
· Enter delivery tickets accurately and in a timely manner
· Maintain the fuel program
· Assist with scheduling meetings, appointments, and operational activities
· Prepare meeting materials, agendas, and notes as needed
· Monitor shared inboxes, phone lines, and requests and route appropriately
· Coordinate coverage and communicate changes to the Senior Operations Manager
· Maintain accurate records, files, and documentation
· Assist with inventory tracking and office or operational supplies
· Process routine paperwork including invoices, forms, and internal documentation
· Update customer BBQ and Christmas lists and mail invitations or calendars
· Assist in preparation of customer gift baskets, events, and special functions
· Support the Community Donations program
· Maintain the highest level of discretion and confidentiality
· Follow established procedures for timely and accurate task completion
· Perform special projects and other duties as assigned

MINIMUM QUALIFICATIONS AND EXPERIENCE REQUIREMENTS
· High school diploma or equivalent required
· Prior administrative, clerical, or operations support experience preferred
· Proficiency with Microsoft Office (Outlook, Excel, Word) and scheduling tools
· Strong organizational and communication skills
· Ability to multitask, meet deadlines, and maintain attention to detail
· High level of discretion and professionalism
Bilingual in Spanish is a plus!

LOCATION AND HOURS
7746 St. Paul Hwy NE
St. Paul, OR 97137

This position is full-time - not exempt from overtime. The scheduled shift for this position is: Monday through Friday, 8:00 a.m. – 4:00 p.m. Overtime is required.

IN ORDER TO APPLY: 
Applications may be picked up in person and submitted in person at 9400 St Paul Hwy NE, Aurora, OR 97002. Resumes must via email (hr@marionag.com). No phone calls, please.

DATE POSTED 
May 4, 2026
