
 

 

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. 

 

HR Administrator 
If you are looking to start your career in Human Resources, this is a great opportunity for you! In this role you will 
be exposed to all aspects of human resources, learning from the ground up. Get exposure to recruitment, 
performance management, payroll, employee relations, health and safety.  

 
The successful candidate will be responsible for: 
Recruitment 

 Create, maintain and update all job postings and job descriptions 
 Successfully post all vacant positions on appropriate job boards 
 Assist with booking interviews and administer assessment tools to candidates 
 Screen, qualify, interview and select candidates for a variety of roles 
 Create all letters of employment and extend to the successful candidate 
 Create all letters for team member promotions 
 Complete criminal record and credit checks for roles as required 
 Send regret emails to unsuccessful candidates   
 Prepare weekly reports on recruitment status for open positions 
 Conduct new hire orientations  
 Lead in the proactive recruitment strategy with a proposal to revamp and revitalize our recruitment plan  
 Create and maintain a partnership with local education institutions  

Health and Safety 
 Schedule all monthly inspections  
 Conduct monthly walk thru’s at each location including the inspection of Fire Extinguishers and First Aid 

Stations 
 Maintain stock and supplies for First Aid kits 
 Complete all administrative aspects of Health and Safety including purchase orders 

Administrative Assistance 
 Create and post all announcements on the company’s intranet site  
 Maintain team member files  
 Assist with the implementation of a Human Resources Information System 
 Update team member birthday list, anniversary list, phone lists and organizational charts 
 Assist with team member incentive programs including replenishing the CWD Bucks and reordering 

Anniversary Posters 
 Complete necessary paperwork for subsidy programs  
 Scan documents for distribution  

Benefits 
 Administer the company’s benefits plan through the processing of all team member enrollments, revisions, 

and terminations 
 Complete the monthly reconciliation of the benefit bill  
 Create the monthly benefit purchase order  
 Assist with team member issues/inquires relating to benefits                                     

Payroll 
 Complete all timecard adjustments for team members 
 Create a Timeforce account for new hires including the creation of a swipe card for hourly team members 



 

 

Training and Development 
 Create training related purchase orders 
 Send all training calendar invites to participants 
 Print training material and handouts for participants 
 Create a training attendance sheet for participants to sign 
 Team Member Relations 
 Create disciplinary letters or Performance Improvement Plans for minor disciplinary infractions 

Other 
 Assist and participate in all corporate events 
 Effectively complete other duties as assigned. 

 

Qualifications/Requirements 
 University degree or college diploma in a Business or Human Resources field 
 Minimum 1 years work experience in human resources  
 Working towards CHRP designation 
 Familiar with the Employment Standards Act and other applicable legislations 
 A professional attitude with a strong attention to detail 
 Strong communication, organizational and interpersonal skills 
 Proficiency with Microsoft Office, Outlook and the Internet required 
 Ability to work in a fast paced and constantly changing environment 
 You have spent time on our website and are excited to be a part of Creating What’s Different!  

 

If the above interests you, then apply to join a fast paced, creative and energetic team! 
 

 
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 short for the philosophy that drives every aspect of what we do – Create What’s 
Different. 
 
If the above interests you, spend some time on our website and if you like what you see, then apply to  
careers@cwdlimited.com to join a fast paced, creative and energetic team! 
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