Administrative Assistant
Turf Paradise Racetrack – Phoenix, AZ

Turf Paradise Racetrack, a historic and fast-paced Thoroughbred racing venue in Phoenix, Arizona, is seeking a reliable and detail-oriented Administrative Assistant to join our team.

Position Summary:
The Administrative Assistant will provide essential clerical and administrative support to management and various departments, helping ensure smooth daily operations at the racetrack.

Key Responsibilities:
· Answer and direct phone calls, emails, and general inquiries
· Manage calendars, scheduling, and appointments
· Prepare correspondence, reports, and internal documents
· Maintain organized filing systems (digital and physical)
· Assist with data entry, recordkeeping, and basic accounting support
· Coordinate office supplies and vendor communications
· Provide administrative support during race days and special events as needed

Qualifications:
· Previous administrative or secretarial experience preferred
· Strong organizational and time-management skills
· Proficient in Microsoft Office (Word, Excel, Outlook)
· Excellent written and verbal communication skills
· Ability to multitask in a dynamic environment
· Professional demeanor and attention to detail
· Experience in sports, racing, or event-based environments a plus

Schedule & Compensation:
· Full-time or part-time (depending on availability)
· Competitive salary, based on experience 60k+
· Opportunity to work in an exciting, unique racetrack setting

Location:
Turf Paradise Racetrack – Phoenix, AZ

How to Apply:
Please submit your resume and a brief cover letter outlining your experience and interest in the position.

