International Sales Assistant
Reinke Manufacturing of Deshler is accepting applications for an International Sales Assistant.  This employee will perform a variety of duties in support of the International Sales department i.e. the receipt and processing of international sales orders, parts orders and other special equipment orders.  They will also perform a broad range of clerical duties such as data entry, word processing, spreadsheet creation and maintenance; the monitoring of telephones and fax machine; the preparation of summaries and reports and the handling of specific tasks and assignments unique to the department.

Very good organizational, time management, customer service and communication skills are required.  Equivalent to high school with two or more years of college level course work in office administration or international business studies is preferred.  Bilingual Mandarin Chinese/English skill is a requirement.
Interested parties should contact the Reinke Manufacturing Human Resource office by faxing a cover letter and resume to 402-365-4166 or by e-mail to humanresources@reinke.com.  Reinke Manufacturing is an Equal Opportunity Employer M/F.

