
 

 

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. 

 
Brand Marketing Administrative Assistant 

 
We are currently looking for a creative and dynamic Brand Marketing Administrative Assistant. This position 
will work with some of North America’s most recognized brands in their categories, including Levana, Defender 
and Pure Therapy. As part of our team, you will enjoy perks such as a great work-life balance, benefits, professional 
development subsidies, exciting company events, working within a goal driven and creative team and plenty of 
career opportunities!  
 
Here’s what you will make happen:  

 Keep the function of the Brand Marketing Department moving! (Administrative)  
 Provide a wide variety of administrative support including, but not limited to data entry, file updates, 

taking meeting minutes 
 Create PowerPoint presentations and other materials for customer accounts, as required 
 Arrange all business travel arrangements including flights, transportation, hotel and restaurant 

reservations  
 Create expense reports and purchase orders 
 Communicate information to other departments about brand marketing  
 Analyze department budgets on a monthly basis and communicate findings to the Design & Brand 

Marketing Manager 
 Manage marketing samples and logistics 

 
Assist in increasing brand awareness and perception (Brand Marketing Support) 

 Preliminary research and reporting on potential opportunities 
 Respond to Marketing inquires by third parties 
 Participate in Brand Marketing brainstorming with creative team 
 Maintain relationships and coordinate with outsourced third parties or marketing services 
 Create copy creation and creative briefs based on provided marketing copy 
 Review provided content for brand alignment , spelling and grammar  

 
We need someone who:  

 Completed post-secondary education in a business program 
 Has 1 – 2 years previous administrative experience 
 Excellent written/verbal communication skills 
 Strong analytical and problem solving skills 
 Ability to work under pressure in a fast paced, multi-tasking environment 
 Excellent skills with MS Office (Word, Excel, PowerPoint, Outlook) 
 Self Starter with an entrepreneurial spirit 
 Ability to handle sensitive information and maintain confidentiality 

 

 

 



 

 

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. 

 


