Season Group Corporation

Customer Service Representative/Administrative Assistant 
Job Type: Full Time

Location: Vaughan, Ontario, Canada

Job Category: Customer Service/Administrative Support, General Office
Industry: Apparel

Year(s) of Experience: 2 years Minimum
Number of Positions: 1

Contact Email: info@seasonsgroup.com
We are looking for a professional customer service representative, to work for a small manufacturing company. You will be handling inbound calls as well as This role requires an individual that takes initiative, is creative, and is willing to work with different departments in a small manufacturing company. It is a supporting position to the management team and therefore, the individual must have the ability to work effectively and professionally in a fast-paced environment.
Qualifications:

· Post Secondary School Education 

· Able to work with minimal supervision 

· Strong planning, organizational, interpersonal and communication skills 
· Fluent in English
· Excellent written and verbal communication skills 

· Maturity, sound judgment, leadership presence and credibility, business acumen 

· Ability to deal effectively and professionally in a rapidly changing and fast-paced environment.
· Ability to work independently and as a member of a team

· Proficient in MS Office 
· Accurate typing and data entry

Job Description/Tasks (but not limited to the following):

·  Professionally greet and direct visitors 
· Customer Service Representative
· Maintain a clean and professional desk area 

· Receive and direct all incoming telephone calls 

· Take accurate and complete messages 

· Office duties including sorting and distributing mails, filing, copy, typing and faxing 

· Assist with all departments (Accounting, Sales, Marketing, Production) 

· Provide administrative support to staff and other special projects as assigned
· Willing to learn and take on all sorts of tasks. 

· Ability to work in a small office 

· MYOB Accounting Plus knowledge a definite asset

· Experience working in the fashion industry is a good asset 

· Bilingual (in English and Chinese or English and French) will be an asset
· May require to attend industry trade shows
· Possibility in assisting in photo shoots/catalogue creation
· Completing courier waybills/Packing Slips and any shipping information (i.e. NAFTA Certificate, Textile Declaration forms)

