EMPLOYMENT OPPORTUNITY
Administrative Assistant

Due to growth MacMor Industries Ltd. is looking for an Administrative Assistant who seeks a fast paced environment, a chance for exposure to a diverse number of job functions, and opportunity for future advancement.  Applicants need to demonstrate an outgoing, self-assured, yet team work orientated demeanor, and possess a track record either academically or in the work place of accuracy and attention to detail when completing tasks.

This position includes, but is not limited to the following duties: 

Backup receptionist duty: Responsible for answering the switchboard, receiving messages and routing calls while Receptionist is on lunch, breaks, holidays or sick time.
General administrative duties: Assists other accounting, administrative, and purchasing personnel as directed by the C.F.O.  In general these duties include data entry, trouble shooting, and customer service opportunities.
Assists the Controller and/or C.F.O. and/or Director – Quality, acting as an Executive Assistant as required.
This is a full-time permanent position, Monday to Friday (must be able to stay until 5:00pm-5:30pm). 
There may be the limited, occasional requirement to travel to work and train in our two other locations. MacMor offers a competitive wage commensurate with experience and education, a bonus plan, a Blue Cross health plan after 12 months, and a matching GRSP plan after 2 years continuous employment. We are a growth orientated Industrial and Rigging Supplier, based in Winnipeg with branches in Edmonton and Swift Current.  While not always a household name due to our B2B approach, we have been servicing many of Western Canada's largest businesses for over 85 years. Our diverse customer base ranges from the oil and gas industry, manufacturing, agriculture, construction, and other leading economic sectors. As an ISO 9001:2008 registered company you may be assured that our processes are defined and documented, and that quality and continual improvement are at the heart of our operations.
Interested applicants can send a resume with cover-letter stating salary expectations to Mike Baessler (C.F.O.) at hr@macmor.com. Or feel free to drop it off in person at 1175 Sherwin Road, in Winnipeg, between the hours of 8:00am and 5:00pm.

