
 

 

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. 
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Sales and Marketing Administrative Assistant 

 

We are looking for a detail oriented Sales and Marketing Administrative Assistant to join our dynamic online 

marketing team. You have the ability to work on multiple projects seamlessly and can change priorities at the drop of a 

dime. You see the big picture and want to be a part of it.  

 

The successful candidate will be responsible for:  

Maintenance of B2C E-commerce Channels 

 Update various systems with price, inventory and marketing content provided by internal departments 

 Audit product pages on each B2C e-commerce channel to ensure the most up to date and accurate information is 

displayed 

 Coordinate case management for all e-commerce channel accounts to resolve discrepancies with price, inventory and 

marketing content 

 

Advertising 

 Create and manage strategic advertising campaigns on all B2C e-commerce channels 

 
Coordinate Promotions 

 Submit pre-determined promotional information to B2C e-commerce channels for approval 

 Execute approved promotions using internal standard operating procedures 

 Monitor price and inventory levels while promotions are running 

 Report all promotional activity, analyze the results and make suggestions to help the online account manager make 

future promotional decisions to maximize sales and brand awareness 

 
 Reporting and Analysis  

 Create sales reports, analyze the results and make suggestions to allow the online account manager to make 

educated strategic decisions  

 Analyze e-commerce channel traffic data and make suggestions to improve click-through and conversion rates  

 

 

Administrative Support 

 Scheduling meetings and coordinating appointments and calendars 

 Creation of purchase orders 

 Reconciliation of monthly expenditures 

 Make travel arrangements for business trips 

 Document standard operating procedures in the department 

 Assisting other team members as needed 

 Effectively completing other duties as assigned 

 

Core competencies 



 

 

 Comfortable with performing data entry 

 Strong reporting and analyzing skills 

 Strives for maximum efficiency 

 Problem solving and troubleshooting 

 Strong written and verbal communication skills 

 Excellent attention to detail and well-developed organizational skills 

 Ability to multi-task and work with multiple deadlines 

 Strong work ethic with the ability to work independently and in a team environment 

 Ability to work in a fast paced and constantly changing work environment 

 

Education and Experience 

 University degree or college diploma in Administration, Business, Sales & Marketing or a related field 

 1-2 years’ experience in a role with similar responsibilities 

 Strong Microsoft Office (Word, Excel, Access) and Internet skills 

 Experience or interest with consumer electronics is an asset but not required 

 

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. 

 

 


