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Branch Administrator
United Rentals, the largest equipment rental company in the world, is offering an excellent opportunity for a Branch Administrator ready to grow their career with the leader in the industry. To continue our tremendous success and unparalleled growth, we are searching for qualified and ambitious individuals to provide administrative assistance and support of general branch operations at one or more locations. 
The Branch Administrator reports to the Branch Manager and performs the following duties:
Preparing correspondence and reports for management 
Coordinating the branch's accounts payable, receivable, and payroll functions
Processing invoices and checks
Assisting district and regional service centers with overdue account collections
Performing branch human resources activities including processing new hire paperwork, maintaining branch personnel files, and assisting in new hire orientation.
Maintaining inventory of office supplies and equipment
Requirements:
Superior customer service remains the backbone of United Rentals, therefore your willingness and ability to provide this to each customer makes you a top-notch candidate. To be qualified, the ideal candidate must have 4 years of administrative experience including accounts payable, payroll processing, and other administrative functions. We also look for excellent communication skills and strong computer knowledge particularly with all Microsoft Office applications. A high school degree is required. 
 
United Rentals, Inc. is an Equal Opportunity Employer of women, minorities, protected veterans and individuals with disabilities.
For more information contact kelly.french@adp.com or dial me direct at 949-715-3792
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