
 
 

HIRING: Office Administrator   Posted November 2, 2021 
 
A Portland, Maine-based premium seafood company, True Fin, is an early-stage seafood company on a 
mission to create a more economically vibrant seafood economy in New England and beyond. We buy 
directly from domestic commercial fish harvesters who use specialized handling at sea to accomplish 
premium quality Gulf of Maine seafood. We sell whole and cut fish to discerning chefs across the 
country, and we sell portioned frozen seafood to home cooks nationwide.  
 
The Office Administrator works closely with the CEO to develop systems for improved office efficiency 
and productivity.  
 
The position requires the following:  

 Strong organizational skills and attention to detail.  
 Proficiency with Microsoft Word, Outlook, and Excel.  
 Willingness to do a variety of tasks, including work in fulfillment when necessary. 
 Ability to work independently, and as a member of a team. 

 
Responsibilities include the following.  

 Maintaining a Customer Resource Management system.  
 Recording landings data for harvester settlements and maintaining inventory and sales data.  
 Monitoring facility and vehicle licensing and registration requirements.  
 Managing UPS shipping logistics, including labels and claims. 
 Invoicing, accounts payable documentation, and accounts receivable follow up on overdue 

invoices.  
 Monitoring and replenishing office and facility supplies.  
 General administrative tasks, including depositing checks, submitting timesheets, printing 

labels, etc.  
 Greeting and managing foot traffic in the building.  
 Other duties as necessary to maintain an efficient and productive operation, including assisting 

with order fulfillment, freezer inventory management, and systems implementation and 
trouble shooting.  

 
Office Administrator Suggested Qualifications:  

 An associates or bachelor's degree. 
 3-5 years experience in office administration or similar work. 
 Strong organizational skills. 
 Excellent communication, interpersonal, and customer service skills. 
 The ability to work under pressure. 
 Currently authorized to work in the United States.  

 
True Fin is committed to providing equal access and equal employment opportunities in all terms, 
conditions, processes and benefits of employment without regard to race, color, religion, sex, sexual 
orientation, gender identity, national origin, age, disability, genetic information, or veteran status.   
 
Summary: This position is full-time, salaried with a competitive benefits package. Ability to work from 
our Portland, Maine location is required. 
 
To Apply: Submit a statement of interest and qualifications to jobs@truefinseafood.com.  
 


