
 

 

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. 

 
Administrative Assistant 

 
CWD is currently looking for a self-motivated and highly organized Administrative Assistant to join our fast 
growing company. You can perform administrative tasks with ease, but you really love the challenge of the 
completely unexpected. You are structured, but not too rigid and can be flexible without hand holding. 

The successful candidate will be responsible for: 

Administration 

 Performing general administration duties; filing, photocopying, faxing, preparing documents, data entry 
 Conducting online research and preparing or reporting data for decision making 
 Assisting team with completing all documentation, day to day projects and tasks as needed 

Project Coordination 

 Assisting team with completing all documentation, day to day projects and tasks as needed Planning, 
organizing, and coordinating functions and special events 

 Track status of various ongoing projects 
 Assisting in the preparation and idea generation for projects 
 Performing special organizational and research projects as directed 

Communication 

 Assisting team with completing all documentation, day to day projects and tasks as needed 
 Making travel arrangements including coordinating arranging flights, hotels, cars, etc. in addition to 

preparing itineraries, trip files, directions, and supplies 
 May be required to assist in Support, Marketing, Operations, Accounting, Sales, Research & Development, 

and Sourcing departments as needed 

Other 

 Effectively completing other duties as assigned 
 

The successful candidate requires: 

 College diploma or University degree in Business/Office Administration or a related field 
 3-5 years of experience in an administrative role 
 Ability to handle sensitive information and maintain confidentiality 
 Strong attention to detail, ability to multitask and excellent organizational skills 
 The ability to take on any task- nothing is too big or small for you 
 Outstanding interpersonal, written, and verbal skills 
 Strives for maximum efficiency 
 To be proactive, plan ahead and execute 
 Ability to work in fast paced and constantly changing work environment 



 

 

 Ability to perform administrative and clerical duties with typing speed of 45 – 70 WPM and a high level of 
accuracy 

 Advanced skills with Microsoft Office (Word, Excel, PowerPoint) and the Internet 
 You have been to our website and are excited about what we do! 

 

If the above interests you, then apply to join a fast paced, creative and energetic team! 
Candidates who reside within a 45 minute commute of our office will be given preference. 

 

ABOUT US 

CWD designs, manufactures, markets and sells consumer electronics that enhance our lives. 

As a pioneer in the markets of do-it-yourself video security, baby video monitors and wireless connectivity, we 
have successfully applied the principles of innovation and superior technology to a dynamic range of product 
categories. We are committed toward consistently exceeding consumer expectations and changing the way people 
think about: 

  *   Baby Safety Devices 

  *   Do-it-yourself Video Security 

  *   Wireless Connectivity Products 

  *   Home Theater Audio 

  *   Retro Music Systems 

  *   Clock Radios 

  *   Karaoke Systems 

  *   Massage Products 

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 process, resulting in the uncompromising quality and 
industry-leading performance that consumers trust. 

The letters ‘CWD’ are shorthand for the empowering philosophy that drives every aspect of what we do – Create 
What’s Different. 

 


