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Jb JUd Baw HaziiHnii NOMiYHKK

Virtual Assistant, Appointment Setter for a Flooring
Company in Canada

Q Kuis, O 10
nucTonaaa

Stampede Flooring (https://jobs.ua/company/id/1643269) (Bci
BaKaHci)

PY6puki: O ichmit nepconan, Po6orta 3a KopaoHom
Mo6amaHHA Ao cniBpobiTHUKa

Komnanis:

OcesiTa: HEe Mae 3Ha4YeHHA
Hocsia poBoTu: He BUMaraeTbes
Onuc

BaKaHcii

A flooring business located in Canada is looking a skilled Virtual Assistant / Appointment Setter for a fully remote position.
Work schedule: standard, 8 hours a day, 5 days a week, MST Business Time (9am-5pm). This is 6pm-2am Kyiv Time

We will provide training and explain business process, but you must have good skills with computer and Al, and must be OK with
speaking English.

Skills needed:

- Good Spoken and Written English

- Familiarity with construction industry, ideally flooring

- Familiarity with CRM and ERP, bills of quantities, estimates, takeoffs
- Basic familiarity with construction drawings

- Meticulous task management in fast-paced environment

- Experience with task management tools, Google Suite, office software

Your duties:

- MUST be online and available for work during MST Business Time (9am-5pm). This is 6pm-2am Kyiv Time
- Must have a VolIP software with Alberta, Canada phone number to receive/send calls and sms

- Process and schedule incoming bookings

- Process on-site measurements from the estimator and prepare customer proposals in ERP

- Prepare and send takeoffs and invoices

- Reach out to suppliers for quotes and procurements

- Follow up with customers by phone and email

Please send your CV to manager manager@stampedeflooring.ca

KoHTakTHa iHdopmaLuif
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