
Customer Service / Data Entry 
Qzina Specialty Foods is a fast-growing, leading importer and distributor of high-end, gourmet chocolate, pastry, and dessert ingredients. Our Toronto, Ontario branch has an immediate opening for a self motivated, organized, and client-centered Customer Service/ Data Entry Representative.
Under the direct supervision of the Office Manager, the successful candidate will be responsible for the daily customer order processing, customer inquires while maintaining standard company policies and procedures. Maintain professional and courteous relationship with customers, suppliers, and co-workers.  
Work closely with sales representatives, warehouse staff, and other branches.
The successful candidate will demonstrate the following proficiencies:
· Number one goal, to satisfy the customer with the products that they ordered.   

· Ability to prioritize and multi-task 

· Excellent attention to detail and follow up skills

· Excellent interpersonal, written and verbal, communication skills 

· Strong Computer Skills (MS Office, Excel, Outlook)
· Good communication and organization abilities.

· Ability to work under pressure in a high paced environment. 

· Ability to work independently and with other employees.

· Provide general office administration support as needed
· Fluent in written and spoken English and French (a definite asset)

Compensation:
· Competitive salary, commensurate with experience 
· Great atmosphere to work in 

 

Benefits package available includes:
Generous benefits package
· Medical, dental, and vision insurance 

· Life and disability insurance 

· Paid vacation and holidays 

To Apply: Please submit your cover letter, resume and salary requirements via HR@Qzina.com 
Equal Opportunity Employer/Drug Free Work Area
