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ADMINISTRATIVE AND 
MARKETING SPECIALIST
Join a growing team that powers communities throughout the Western U.S.  PK Electrical is a rapidly expanding electrical engineering firm leading the industry in lighting, power, and communications systems design. If you’re organized, dependable, and thrive in a team environment, PK Electrical is the place for you. 
Do you take pride in the quality of work you produce?
Do you enjoy and excel in a team environment?
Do you want to grow yourself and your career to the next level?

The Company:
PK Electrical, Inc. is an electrical engineering, design and consulting firm established in 1996. PK Electrical is headquartered in Reno, Nevada with offices in Denver, Colorado and St. Louis, Missouri. Our dynamic team has experience in design, specifications and construction administration services for many project types that include airports, healthcare, transportation, K-12 and higher education, and sports facilities/parks to name a few. We are the regional leader in the industry and are committed to the idea that happy employees lead to happy clients. 

Key Responsibilities: 
· Greet and assist office visitors and clients with professionalism
· Answer and route incoming calls; manage general office correspondence
· Maintain office supply inventory and place orders as needed
· Coordinate travel, meetings, and company events
· Support engineers, designers, and project managers with document preparation, reports, and data entry
· Manage company vehicles, equipment scheduling, and maintenance
· Perform occasional deliveries or pick-ups as needed
· Help organize company trainings, celebrations, and team-building events
· Develop and format project proposals, reports, presentations, newsletters, brochures, and other marketing materials that reflect PK Electrical’s brand and quality standards
· Create, schedule, and publish engaging content across company social media channels and website platforms to enhance visibility and engagement
· Assist in ensuring consistent application of the PK Electrical brand across all internal and external communications
· Support and collaborate with the Marketing Director, Principals, and Associates to advance the firm’s strategic marketing and business development initiatives

Ideal Candidate:  
· Positive, professional, and approachable demeanor
· Strong organizational skills with attention to detail
· Excellent written and verbal communication skills
· Proficiency in Microsoft Office (Word, Excel, Outlook) and Adobe Creative Cloud (Acrobat, InDesign, etc.)
· Ability to prioritize tasks and thrive in a fast-paced environment
· Reliable, adaptable, and eager to learn

Compensation and Benefits:
Over the past 29 years, PK Electrical, Inc. has developed and implemented a company culture that is positive, empowering and supports personal and professional growth without ever laying off an employee.  PK Electrical employees experience a vibrant environment and a plethora of workplace perks including, but not limited to: 
· Competitive pay & great benefits 
· Anticipated compensation for this position is between $22 and $28 hourly, depending on experience
· Medical, dental, & vision insurance
· 401(k) with company match
· Paid PTO, vacation, and holidays
· Paid week between Christmas and New Year’s holidays
· Flexible bi-weekly schedule available (offered after six-month employment review)
· Annual logo attire budget
· AFLAC Supplemental Insurance opportunities
· Gym facility on site (Denver)
· Profit Sharing
· Training & development 
· Generous paid continuing education program
· Team building events
· Internal and external learning opportunities
· Team culture & environment 
· Fun company events (team outings such as baseball games and hikes, team building events, lunches, happy hours, etc.)
· Business Development & Marketing Challenge incentive program
· Community involvement

If you are a confident, positive, and highly motivated person and you think PK Electrical sounds like the place for you, please send your resume to pke@pkelectrical.com. Please be advised that we typically fill open positions rather quickly. No phone calls, please.
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