
 

 
Sales, Client Support and Customer Service 
Full-time seasonal – Starting minimum $18.50/hour. 

 
General Job Description 

 
1. Reception – phone, email, and walk-in 
2. Order processing and coordinating delivery or pick up logistics. 
3. Phone / website generated yard sales and support. 
4. Phone / website generated requests for quotations and design. 
5. Client and Project support – communication, product logistics and 

scheduling. 
6. Project costing support to accounting. 
7. Specific duties or projects that arise - research, filing, spreadsheet 

creation and document writing. 
 

Required Skills 
• Excellent communication skills - written and verbal, in English. 
• Ability to organize, follow-up and manage time. 
• Proficient in Microsoft Office 365 - Word and Excel minimum 
• A resume is required, including references. 

 
Apply in person or via e-mail to: 
 

 


