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Receptionist 
 
At SJA Promo, we really believe in building relationships with our customers to help them find the best promotional products 
for their needs.  With thousands of products and hundreds of suppliers, we can find the right branded product for every 
project!  Our showroom has thousands of samples and for those who prefer to work digitally, our searchable website, curated 
online showrooms and other great tools help make promo purchasing easy!  
 
And just as important as our service to our customers is our service to our community.  We are a proud supporter of 
community events and have partnered with many non-profit organizations to run online fundraising stores and other projects. 

 
About the position 
 
Reporting to the Sales Manager, the Receptionist is the first point of contact for our customers. Whether you’re greeting them 
in person, over the phone or through their initial email contact, you help set the stage for a fantastic customer experience! 
The Receptionist handles initial inquiries and asks clarifying questions to help with their inquiry or identify the correct team 
member to support them.  
 
When not assisting customers, you’ll ensure our showroom stays tidy and organized, tag new showroom samples, stock and 
update the retail/one-off selection, and provide support to our sales staff (behind the scenes research, data entry, verifying 
information, etc.). 
 
This is a great opportunity to learn more about the promotional products industry with potential to grow with us! 
 

 
Qualifications 
 
The non-negotiables: 

• You are friendly and engaging and truly thrive in an environment with a lot of customer contact.  

• You have exceptional communication skills and know how to ask questions to identify what a customer is looking for 
(even when they aren’t quite sure) and can effectively summarize this information once you’ve determined who can best 
support the customer. 

• You are computer savvy and can jump between multiple websites and computer programs with ease. 

• You are a multi-tasker and practiced at handling inquiries coming at you from different directions – in-person, 
phone, chat and email.   

• You like learning a little bit about a lot of things so you can handle multiple different types of tasks and can provide 
basic answers to questions on a variety of topics. 

• You are a self starter, learn quickly and are curious by nature, not afraid to use your resources to seek out answers and 
learn new things. 

• Once provided with tasks, you can work with limited supervision and are not afraid to ask questions when you don’t 
understand or need clarification. 

• You are flexible and can handle a dynamic environment where it can sometimes feel like everything happens at once. 
 
This is a full time (40 hours/week) position, Monday to Friday 8:30 – 5:00. 
 
To apply, please email your resume and cover letter to Kailey Odermatt, Owner/General Manager at kailey@sjaPROMO.ca.   
We will be reviewing resumes as they arrive and will continue until a candidate has been selected.  We appreciate all interest 
in this position but only those selected for an interview will be contacted.  
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