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PRUSON & FERGUSUN

INTELLECTUAL PROPERTY

DATA ENTRY/RECORDS CLERK

= CBD location
u Full training provided
u Flexi time available after qualifying period

Spruson & Ferguson provides a comprehensive range of services for the protection,
commercialisation, enforcement and management of all forms of intellectual property
including patents, trade marks and designs.

An opportunity is available for a data entry clerk with some admin/ clerical experience to
join the firm.

Working in our records area the successful candidate’s activities will include:

= Data entry of incoming and outgoing correspondence

u Printing, copying and the distribution of system-produced letters.
u Printing and distribution of policing reports.

= Follow-up on prosecution and opposition deadlines.

u Establishment of opposition files.

u Processing of official mail.

" Processing and payment of registration fees.

To be considered for this opportunity candidates must have:

u Competent data entry skills.
" High level accuracy and attention to detalil.
" The ability to apply oneself to the task at hand and work independently.
u Good communication and organisation skills.
u A positive, can-do attitude.
= Friendly personality.
Level 35, St. Martins Tower
For your chance to join this friendly team, send your resume with 31 Market Street
a covering letter by e-mail explaining your interest in the role to: Sydney NSW 2000, Australia

Mail to : GPO Box 3898
The Human Resources Manager Sydney NSW 2001, Australia

hr@sprusons.com.au
Telephone: +61 2 9393 0100
Facsimile: +61 2 9261 5486

mail@sprusons.com.au
WWW.SPrusons.com.au



