
 

 
  

 
TITLE: Administrative Assistant                                          DEPARTMENT: HEADQUARTERS 

REPORTS TO: President / Vice President, Business 

 
Overview:  
 
We are looking for an administrative assistant to join our team. This position requires an organized and meticulous 
individual who has experience in accounting, procurement, and logistics. Since our founding nearly 40 years ago, Art-FX 
Studios has designed world class themed environments for a diverse mix of companies from around the world, from 
different industries, of different sizes, and led by people of diverse backgrounds. We are a premier artistic theming and 
design fabrication studio that works primarily with the out-of-home family entertainment industry, helping theme parks 
and various types of local attractions create immersive custom experiences. We also help design, manufacture, install 
and distribute Escape Theory for operators worldwide, a new industry leading line of escape room attractions.  
 
This is your chance to get involved with a local Tallahassee company that makes a worldwide impact and help us 
continue to build fun and entertainment attractions unlike any other. If you are a positive natured, outgoing, organized, 
and highly motivated individual - we look forward to meeting you.  At Art-FX Studios, we believe every employee should 
have the full support from the rest of the team and be allowed to expand within roles for larger opportunities based on 
performance and company growth.  

RESPONSIBILITIES & BACKGROUND 

• The ideal candidate will have a background working logistics, procurement, and scheduling or project 
management. 

• Assisting the VP with travel arrangements for installs and marketing events, maintaining business calendar, 
as well as shipping and receiving.   

• Assisting the President with maintaining operational efficiencies, material acquisition, day to day operations 
surrounding projects. 

• Strong computer knowledge (this is a requirement). 
• A high level of attention to detail, ability to creatively solve problems and accept creative challenges. 
• Attentive and prompt on behalf of clients, internal communications, and account requests. 

 
PERSONAL CHARACTERISTICS 
 
• Must be self-motivated and self-starting.  Ability to work collaboratively within a small team of artists.  If 

this is not you, please do not apply. 
• Strong organizational skills with the ability to process and manage daily activities alongside larger project 

timelines.  
• You consider yourself a person of high integrity who honors open, clear, timely, and courteous 

communications.   
• Leadership and supervision skills are a plus and can be taught to the right candidate. 
• Bachelor’s Degree (preferred) 

 
Job Type: Full-time, with occasional travel (some international) for installations.  
Compensation: Based on experience. 
*Please email your resume and cover letter to: info@art-fxstudios.com 
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