
 

   

 
 
 

Sales Administrator– (maternity leave 18 months) Job Offer 
 
 
Our company: 
 
We’re Intellimeter Canada Inc (ICI), and for the last 28 years, we’ve been developing and applying 
the very best in metering technology. We empower our clients by giving them access to real-time 
information that helps them make informed energy decisions. Our systems offer secure revenue 
class data collection plus the advantage of segregated data integration for Building Management 
Systems to support GREEN energy initiatives and LEED programs.   
 
Working at Intellimeter 
 
ICI offers a fun, fast-paced work environment, where you will be an important member of the 
team. There are two things that set us apart from other places to work: our commitment to 
innovation and our focus on employee growth. We believe that everyone has something to 
contribute to the business, and if you have ideas that can improve your job then we want to hear 
them.  
 
We also believe in allowing our employees the opportunity to grow in their role: strengthening 
their skills, learning new things, and making a bigger and bigger impact on our business. So if 
you’ve got the drive to succeed and a knack for sales, then this is the role for you. 
 
The position 
 
We are looking for a motivated and energetic individual that thrives in a quick sales cycle 
environment for a maternity leave replacement of 18 months (starting January 2020) 
 
As Sales Administrator, the successful candidate will support Sales department by processing 
Purchase orders and updating the clients’ information in the system.  The Sales Administrator is 
responsible for performing Administrative duties like answering the phone, greeting visitors, filing, 
scanning and completing credit checks and sending and following up Measurement Canada 
Applications. The Sales Administrator must be able to identify customer needs and provide 
complete customer satisfaction.  
 
 
Requirements:  
 

 Excellent Customer Service skills and initiative 

 Data Entry and reporting Skills  

 Knowledge of QuickBooks 

 Hands on experience with All Orders/CRM/Hubspot software and MS Office 

 Proven work experience as a Sales administrator or Sales support agent  

 

 



 

   

 
 
 

 Certification in Sales, Business Administration or Accounting is a plus 

 Strong organizational, Multitasking and Problem-Solving Skills 

 Strong verbal and written communication skills and ability to handle direct calls and e-

mails  

 Ability to work independently and in a team environment 

 Ability to prioritize, and manage time effectively 

 Eligible to work in Canada 

Salary: $16/h 
Schedule: Monday to Friday. 37.5h per week  
 
How to Apply 
 
Please go to https://www.fitzii.com/apply/45141 
 
 
The online application will give you the option to apply to this role as a complete person – not just a 
resume. The application will assess your qualifications, personality traits and workplace 
preferences, and should take 10 to 15 minutes to complete. After submitting, you'll receive an email 
inviting you to log in and view your assessment results. 
 
We strive to build a team that reflects the diversity of the community we work in and encourage 
applications from traditionally underrepresented groups such as women, visible minorities, 
Indigenous peoples, people identifying as LGBTQ2SI, veterans, and people with disabilities. If we 
can make this easier through accommodation in the recruitment process, please contact us using 
the “Help” button. 
 
We will review applications, with priority given to those who have completed the assessment and 
look forward to hearing from you. 

https://www.fitzii.com/apply/45141

