
Y O U  W I L L  L O V E  T H I S  P O S I T I O N  I F

You  are  comfortable  with  a  lean  business  model ,  shif t ing

prior i t ies ,  course  alterat ions,  and  perform  best  with  f reedom

and  without  bureaucracy,  you  thr ive  in  a  fast -paced,  diverse

work  environment  and  have  a  commitment  to  the  highest

standards  of  honesty,  integri ty  and  respect .

 

T H E  S U C C E S S F U L  C A N D I D A T E  W I L L  B E

This  role  is  made  up  of  several  dif ferent  responsibi l i t ies  so  the

successful  candidate  wil l  be  an  adaptable  results -oriented

problem -solver ,  who  can  work  independently  and  take

init iat ive,  who  is  team - focused,  open  to  l is tening  to  and

respect ing  others ,  and  is  wil l ing  to  develop  necessary  ski l ls  to

be  an  asset  to  the  organizat ion.   The

successful  candidate  wil l  present  a  high  degree  of  maturi ty ,

honesty,  t rust ,  sophist icat ion,  and  integri ty  and  wil l  cult ivate

these  qual i t ies  in  others .   They  wil l  be  committed  to,  and

enthusiast ic  about,  the  mission  and  vis ion  of  Veri ty  Commercial

and  i ts  culture

B E N E F I T S

Health  Insurance

Dental  Insurance

Vision  Insurance

401k

 

Annual  Paid  Vacat ion

Annual  Paid  Sick  Leave

Annual  Paid  Holidays

 

100% match  on  your  contr ibut ion  each  year ,  up  to  a  maximum

of  4% of  your  annual  income

 

EMPLOYMENT  TYPE

Full-time

INDUSTRY

Commercial Real Estate

Project/Construction Management

JOB  FUNCTIONS

Office Administration

Marketing Support

REQUIRED  SKILLS

Ability to communicate professionally,

both verbally and written

Excellent computer skills with MS Office

365 (e.g. Outlook, Word,

Excel, PowerPoint)

Attention to detail

Excellent organizational skills

Ability to proofread and edit

Ability to multi-task in a fast-paced

demanding environment

PREFERRED  SKILLS

OneDrive, SharePoint, QuickBooks,

and Dynamics 365 experience a plus

CoStar, and/or Adobe Creative Suite

(e.g. Acrobat Pro DC, Photoshop,

Illustrator, InDesign) experience a plus

COMPENSATION

Based on qualifications and Experience

ADM I N I S T R A T I V E

A S S I S T AN T

R e s t o n ,  V A

VERITY  COMMERCIAL

w w w . V e r i t y C o m m e r c i a l . c o m

TO APPLY

C M C M I L L A N @ V E R I T Y

C O M M E R C I A L . C O M

F o r  C o n s i d e r a t i o n ,

p l e a s e  s u b m i t  a  c o v e r

l e t t e r  a n d  r e s u m e  t o :

J O B  S U M M A R Y

Are  you  a  proact ive  sel f -starter  with  a  posit ive  att i tude  who  is

eager  to  jo in  an  energet ic  team?  We  are  looking  for  a

dedicated,  detai l -oriented,  and  hard -working  Administrat ive

Assistant  to  jo in  Veri ty  Commercial  in  Reston,  VA.  I f  you  are

passionate  about  what  you  do,  ready  to  col laborate,  and

looking  for  a  career ,  not  just  another  job,  consider  this

opportunity  to  jo in  us.  

 

Veri ty  Commercial  is  a  fast -growing  commercial  real  estate

advisory  f i rm  providing  integrated  brokerage,  consult ing,  and

project  management  services  in  the  Mid -Atlant ic  region.  This

an  entry  level  posit ion  that  provides  broad  business

experience  in  a  small  company  sett ing  with  l imit less  growth

potential .  We  are  looking  for  an  individual  who  can  perform

mult iple  duties  and  is  wil l ing  to  do  whatever  i t  takes  to  get  the

job  done.   You ’ l l  jo in  a  dynamic  team  with  a  culture  that  is

deeply  rooted  on  the  basis  of  Trust ,  Teamwork,  and  Desire,

with  opportunit ies  to  enhance  your  ski l l  set .


