
 

 

AT CWD, OUR AIM IS SIMPLE: CREATE WHAT’S DIFFERENT 
Do you thrive in a dynamic work atmosphere? Are you driven by innovative and forward-thinking ideas? Are you 

inspired to Create What’s Different on a daily basis?  
Then you’ve got what it takes to succeed at CWD. 

 
Accounting Administrative Assistant 

We are looking for a detail oriented Accounting Administrative Assistant to join our team. The successful 
candidate will have a diploma focused in Accounting with an excitement to learn in an entry level position.  

 
The successful candidate will be responsible for: 
Accounts Receivable 

 Assisting with invoicing customer 
 Assisting with pulling supporting documentation for customers in order to validate invoices/claims and 

payments 
 Assisting with processing return authorization  
 Assisting with matching and reconciling deposits in accounting software 
 Assisting with recording and reporting order processing fees for deposits 
 Assisting with generating and reviewing reports for customer issues 

Accounts Payable 
 Assisting with accurately entering bills and sales orders in accordance with departmental procedures and 

budgets 
 Assisting with cheque run 

Administrative 
 Input data with accuracy 
 Process photocopies, file documents and records 
 Work on projects within the department and across the organization 

Other 
 Perform other related duties, as assigned 

 
The successful candidate requires: 

 1-3 years College or University training in Accounting, Finance or related field 
 Strong attention to detail, ability to multitask, excellent organizational skills and time management skills 
 Analytical and highly motivated, self- starter 

 Proficiency using Microsoft Office (Word, Excel, Outlook) 
 Strong, organization, communication and interpersonal skills 
 Ability to work in fast paced and constantly changing work environment 

 
About Us 
 
CWD designs, manufactures and markets consumer electronics that enhance our lives.  
 
From conception to launch, over 100 talented professionals work to ensure all of our products undergo the same 
intensive, completely in-house development and design cycle, resulting in uncompromising quality and industry-
leading performance that consumers trust. 
 
The letters ‘CWD’ have become shorthand for the philosophy that drives every aspect of what we do – Create 
What’s Different. 
 


