
April 1, 2020 

 
Business Administrator - Entry Level 
Avenica - Wayne, PA 
$35,000 a year 

Min Salary: 35,000.00  
 
Max Salary: 40,000.00 
 
Position: Entry Level Business Administrator 

Location: Wayne, PA 

Salary: $35-40k 

Overview: 

Avenica is currently recruiting for an Entry Level Business Administrator. The ideal candidate for this 
position is a college graduate who is highly motivated and interested in gaining experience in business, 
human resources, and client relations. Great opportunities for professional development and career 
growth. No experience required. 

Responsibilities of the Entry Level Business Administrator: 

 Assist Partnership Leaders and Business Development Managers to increase the speed and 
efficiency of our sales and renewal cycles. 

 Monitor the quality of data in the CRM system, an integral part of our process. This will be 
accomplished through analyzing administrative reports on a monthly basis and performance 
quality checks 

 Plan, coordinate, and schedule meetings and appointments 

 Assist with production of documents specific to department needs 

 Produce and distribute correspondence memos, letters, and forms 

 Coordinate claims reviews and audit preparation 

 Build strong customer relationships and provide excellent customer service 

 Prepare for file reviews, which will include scheduling of the file review, collect documents, 
organize books, and produce booklets, for all clients under (#) claims per year 

Requirements of the Entry Level Business Administrator: 

 Bachelor’s degree - all majors encouraged to apply 

 Ability to think creatively and logically in a fast-paced environment with conflicting demands and 
priorities 

 Possess initiative to constantly improve processes and broaden knowledge 

 Strong interpersonal and organizational communication skills with ability to collaborate and work 
effectively with others to achieve best possible solutions 

 Ability to handle multiple tasks and meet deadlines, while maintaining focus in an environment 
with conflicting demands and priorities 

Avenica is an education-to-work platform. We leverage exclusive partnerships with colleges and 
universities to find untapped talent in a variety of skill areas. Working with students as they finish their 

https://www.indeed.com/cmp/Avenica


education, we help prepare them for their first job through skill identification and development, then 
provide high-impact training in our client’s most in-demand skill areas. Our platform provides digital 
connectivity for convenience and ease as well as a human connection for accuracy and best-in-class 
support and service. To learn more, visit our website at www.Avenica.com. 

Avenica is an Equal Opportunity Employer and encourages applicants of all ages, experiences, and 
backgrounds to apply for open positions. Avenica does not discriminate on the basis an applicant’s age, 
race, color, creed, religion, national origin, sex, marital status, disability, sexual orientation, or status with 
regard to public assistance. 

INDPHL 

 

Apply at:  
https://www.indeed.com/jobs?q=Communications%20jobs&l=Philadelphia%2C%20PA&start=20&advn=9
920038285493485&vjk=fa6b6f4da4dc9a1d 
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