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Re: Hi Gillian Daly! We have a new opportunity for you.

Dear Gillian,

Satterley Enterprises is glad to welcome you.

We help enterprises cope with their IT tasks and the stress they cause – allowing them to focus on their core competency and grow their productivity.

This position requires a passion for client/customer satisfaction as well as the desire to continually tackle new challenges. This position often requires the handling of sensitive information with professionalism and integrity. As part of our dynamic environment and team you will feel a strong sense of accomplishment as you develop your technical, interpersonal and administrative skills as well as see your efforts contribute to meeting the needs of our clients. Our supportive, team-oriented, and inclusive approach will motivate you to do your best while also helping others.

We have 3 open vacancies for the position "REMOTE EXECUTIVE MANAGER".

So we are looking for new employees who wish to work with us.

We are specialized in providing IT resources, expertise and talent to our customers in a timely and cost effective manner.

We need a person who will keep in touch with our customers and clients.

With them you need to build mutual dialogue and to keep working etiquette.

This is home based online position(remote work).

Office located: 3055 Boulevard Saint-Martin O Suite 500, Laval, Quebec H7T 0J3

Emрlоymеnt: Full Time/Pаrt Timе:

1.Sаlаry: FT: 1300 CAD/wееk and PT: 650 CAD/wееk (NET salary)

2.Wоrking hоurs FT:40 hоurs/wеек оr PT:20 hоurs/wееk

3.Payment going into your bank account weekly directly through direct deposit.

4.Working hours: 9 AM - 5 PM. Monday-Friday.

· If you choose Part-Time working hours is flexible. You should work 20 hours per week at any time between 9 am - 5 pm.

· We provide VoIP landline for incoming and outgoing calls from customers and corporate email address.

Triаl Pеriоd: 10 business days.

During trial period, you get a salary.(Full Time - 1300 CAD/week ; Part Time - 650 CAD/week)

We request: To be responsible, to do the task in exact dates.

Each Friday is payment day.

Requirements:

1.ability to interface with clients effectively,

2.ability to work effectively and efficiently in a fast-paced sales environment with multiple priorities,

3.well developed organizational, time management and prioritization skills,

4.proficiency with computers (working knowledge of Outlook, Excel, Word & PowerPoint),

5.managing filing systems and contact databases,

6.providing shared support as required,

7.ability to work well with colleagues at all levels,

8.fluent in English, oral and written,

9.demonstrated experience in customer service and support.

Duties:

1.manage incoming phone call inquiries,

2.manage quality and successful delivery of a large number of simultaneous projects,

3.create and mail correspondence to claimants, clients, and service providers,

4.continuous client communication and contact via telephone and email

5.ensure timely execution of all client requests and instructions

6.preparation of weekly and monthly, reports using Excel and Word

7.assist with other support functions as required

8.generate sales orders and customer invoices, posting sales and credits to accounting system

9.Input orders from the Sales Team into company web-based system for processing and delivery

Benefits:

1.a competitive salary,

2.annual vacation (accrue 3 weeks of paid vacation time in first year),

3.employer-matched pension plan,

4.comprehensive group benefits plan,

5.career development opportunities,

6.annual performance plans,

7.environment where employees are encouraged, supported and recognized.

WE PROVIDE FULL TRAINING TO HELP MAXIMIZE YOUR EARNING POTENTIAL.

I am your personal manager and all questions you can ask for me.

I will be able to answer any questions that you have and will help you in all your beginnings.

If you are interesting in this position, let me know.

Hope to hear from you soon.

Thank you!  
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