
 

 

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. 

Operations Assistant (6 Month Contract) 

CWD is looking for an Operations Assistant to assist our busy Operations team with logistics, processes, 
negotiations, shipping and receiving. You are excited to start your career in Operations and want to learn from the 

best. 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: 

Operations and Logistics 
 Assist the Order Processors with daily orders to ensure timely fulfillment 
 Capture and enter shipping and tracking data clearly and accurately  
 Maintain accurate inventory through quarterly product counts 

Operational Processes 
 Assist with continuous process improvement initiatives 
 Assist in developing, and creating systems to improve efficiency and reduce costs 
 Filing Lost and Damaged Claims 
 Conducting Fulfillment and Inventory Audits 
 Auditing Carrier and Courier Invoices 
 Documenting Shipping Errors and Quality Incidents 
 Occasionally assisting with shipping/receiving duties 

Administration 
 Assisting team with completing all documentation, day to day projects and tasks as needed 
 Performing general administration duties; filing, photocopying, faxing, preparing documents, data entry 
 Creating purchase orders for the operations department  
 Conducting online research and preparing or reporting data for decision making 
 Preparing and editing Power Point presentations 
 Assist Operations Manager with scheduling, phone calls and meetings. 
 Effectively completing other duties as assigned 

 
The successful candidate requires: 

 College or University degree in Business required (concentration in operations preferred) 
 1-2 years of experience in an office setting and working on large projects, an asset 
 Good knowledge and understanding of ERP systems, an asset 
 Knowledge of operations process efficiency 
 Proficiency with Microsoft Office applications and the internet 
 Interest and/or experience with consumer electronics is an asset, but not required 

 
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 shorthand for the philosophy that drives every aspect of what we do – Create 
What’s Different. 
 


