
O F F I C E  R U N N E R W E  G R OWPA R T  T I M E

Location: St. George, Utah
Hours: Part-Time
To Apply: Please send your application to employment@ffkr.com

General Description
The Office Runner provides administrative and operational support to the St. George office by assisting with front 
desk coverage, office organization, supply management, errands, and a variety of day-to-day tasks. This position is 
ideal for someone who is organized, dependable, and enjoys supporting a collaborative team in a fast-paced office 
environment.

Office Runner (Part-time)

Education and Experience
•	 High school diploma or equivalent required.

•	 Previous office or customer service experience is 
helpful but not required.

•	 College students are encouraged to apply.

Duties and Responsibilities
•	 Help provide front desk coverage by greeting visitors 

and assisting with incoming phone calls as needed.

•	 Maintain a clean, organized, and professional office 
environment.

•	 Stock and organize office and kitchen supplies.

•	 Drive the company vehicle to complete deliveries, 
pickups, banking, post office runs, and other errands.

•	 Assist with office organization, filing, and 
administrative projects.

•	 Set up and clean up for office meetings and events.

•	 Assist staff with miscellaneous office tasks and 
special projects.

•	 Help maintain shared office spaces and ensure they 
are well stocked and presentable.

•	 Perform other duties as assigned.

Qualifications
•	 Valid driver’s license with a satisfactory driving record. 

A Motor Vehicle Record (MVR) will be required upon 
hire.

•	 Ability to safely operate a company vehicle.

•	 Ability to lift and carry up to 30 pounds.

•	 Reliable, punctual, and able to work independently.

Competencies
•	 Strong organizational skills and attention to detail.

•	 Positive attitude and willingness to help wherever 
needed.

•	 Dependable and self-motivated.

•	 Excellent customer service and communication skills.

•	 Ability to prioritize tasks and adapt to changing needs.

•	 Ability to work collaboratively with a team while also 
working independently.

Skills
•	 Microsoft Office (Outlook, Word, Excel)

•	 Basic computer and office equipment proficiency

•	 Strong interpersonal and communication skills

All persons hired must be legally authorized to work in the United States at the time of employment. FFKR Architects is an at-will employer. That means that either you or 
FFKR are free to end the employment relationship at any time, with or without notice or cause. Nothing in this document or FFKR policies or procedures, either now or in the 
future, are intended to change the at will nature of our relationship.


