
 

   POSITION DESCRIPTION 
Sales/Administrative Assistant 

 
 
 

 
 
POSITION SUMMARY 
 
 Reporting to the Sales Manager, the Sales/Administrative assistant supports the Haida Tourism 

team to maximize their productivity and spend more time selling. The role provides administrative 
and sales support to the Sales and Guest service team and the Richmond front office.  The 
Sales/Administrative Assistant plays an important role in maintaining strong customer relationships 
by acting as an extension of the Sales and Guest Service team. Preference in hiring will be given 
to qualified persons of Haida ancestry. 

 
 
KEY DUTIES AND RESPONSIBILITIES 

Assists the sales and guest services team by providing administrative assistance such as filing 
important documents, making travel arrangements, coordinating calendar activities etc. 

Acts as first point of contact for prospect customers as well as existing customers when sales 
representatives are not available. 

Ensures technology used by the departments such as CRM is working properly and used consistently 
and properly by sales/guest service team.  Assists users with technology questions/issues and data 
entry.   

Handles the processing of booked trips. 

Responds to customer inquiries, concerns and provides after-sales support as requested. 

Assists with preparation for trade shows and conferences including organizing presentation and 
promotional material and travel logistics for sales team. 

Maintains sales records and prepares various reports for the team, Haida Resorts and Lodges 
management as well as Accounting and Finance. 

May engage in sales activity such as lead generation, prospecting and cold calling. 

Maintains digital and hard copy filing systems for the department. 

Provides general administrative support to others in the Richmond office as time permits. 

Depending on the season, hours may be variable and it is NOT a 9 to 5 position. 

Other related duties as required 
 
KNOWLEDGE, SKILLS AND ABILITIES 



 Strong customer service skills with a high level of responsiveness 

 High attention to detail, and excellent organizational skills and ability to prioritize 

 Strong interpersonal skills and ability to work with a variety of different people with varying 
backgrounds and perspectives 

 Excellent written and verbal communication skills 

 Adaptable, proactive and strong problem solving skills 

 A team player with the ability to work independently 

 Excellent administrative skills  

 Strong computer skills including CRM software and intermediate proficiency in Microsoft Office. 

 Interest in developing sales skills an asset 

 
TRAINING, EDUCATION AND EXPERIENCE 

 Minimum of 2 years’ experience in a similar role providing administrative and sales support to a 
customer-centric sales team 

 Grade 12 plus some post-secondary education in a related field 

 Experience working in the tourism and hospitality field.  Experience with Aboriginal Tourism is an 
asset 

 Some sales experience an asset 

 Class 5 Drivers License 
 
 
TO APPLY please send a resume and cover letter to the attention of victor.wong@haico.ca. 
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