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Job Description

Position:		Administrative Assistant
Hours of Work:   	Part time
24 hours per week 
Wednesday to Friday
			9:00am to 5:00pm
Salary/Wage:  		To be negotiated 
			$19-$25 per hour
[bookmark: _GoBack]			with opportunity for sales commission 	
Responsibilities:
· Provide efficient, professional administrative support with general office duties
· Provide pleasant, courteous customer service- respond to customer concerns
· Provide in person customer showroom sales
· Respond to various enquiries both internal and external via telephone, email or in person and effectively coordinate the flow of information to the appropriate team member
· Accurately maintain customer service database.  Schedule and confirm customer appointments  and efficiently organize technician schedules
· Collect A/R and post payments to customer accounts
· Transfer written invoice and reports into computer database and transfer data between software, verify accuracy and completeness of data
· Receive orders and verify packing slips
· Maintain showroom appearance with general cleaning
· Ensure confidentiality and accuracy
Qualifications:
· Excellent computer skills- MS Office (Excel, Word and Outlook), Adobe Acrobat, Data Entry
· Strong communication skills (verbal and written)
· Strong organization, planning and time management skills
· Ability to work independently and problem solve
· Ability to organize tasks and set priorities and adjust as the situation requires
· Be willing to learn new software and processes
The foregoing description reflects the general duties necessary to describe the primary functions of the job and is not all the work requirements that may be inherent in this position.
How to Apply:
· By Email:  jacob@mywoodfires.com
· In person
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STOVES FIREPLACES CHIMNEYS
Box 4, Quadeville, ON K0J 2G0

Tel: 613-758-9276
www.mywoodfires.com




