1280 Courtneypark Drive East Tel: 905.565.1212
Mississauga, Ontario Toll Free: 800.388.3932
Canada L5T 1N6 Fax: 905.670.5962 syx.ca

Job Description:

Sales Support/Order Ful lIment

SYNERGEX CORPORATION

Job Type: Fulltime

Location: Mississauga, ON, CANADA

Job Category: Distribution, Order Ful llment, Logistics
Contact Email: jobs@syx.ca

Experience: 2 Years

Description:

Synergex is one of Canadas leading commercial services companies, providing complete supply chain information technology
and other businesses in the international marketplace. Synergex is a public company, trading on the TSX under the symbol
SYX. Synergex is a customer-focused company, headquartered in Mississauga, Ontario, and employs over 175 people.

We are looking for intelligent, enthusiastic individuals capable of responding to a demanding work environment to join our
team. Candidates will nd many opportunities for professional growth with Synergex.

The successful candidate must:
Be results driven and is persistent in meeting day to day challenges
Have the ability to multi-task in an intense, fast-paced, high-energy, environment
Possess exceptional verbal and written communication skills
Demonstrate con dence as a performer and a team player
Be pro cientinMSO ce

Responsibilities:
Customer Service:
1. Provide timely and courteous response to any customer inquiry
2. Take ownership of any issues and initiate solutions
3. Interact with customers to ensure that their needs and expectations are met
4. Build and cultivate customer relationships with a focus on continuous customer expansion
Sales Support:
1. Review customer orders transmitted via email, edi, txt or at les, etc.
2. Ensure orders are entered into the system and checked for accuracy and completeness
3. Pay attention to details in regards to customer orders, i.e. Special requirements
4. Release orders for ful liment according to customer schedules, or customer s needs
Order Ful llment
1. Generate picking slips for customer orders and release them to the warehouse for the pick, pack, audit and ship
function
2. Expedite orders as required and coordinate transportation
3. Complete follow-through and tracking of customer order to ensure a timely receipt
4.  Retrieve POD (proof of delivery) for all shipments
Administration
1. Ensure customer les are complete, accurate and current at all times
2. Prepare relevant customer order ful llment invoices in a timely fashion
3. Preparing trace and claim documentation for problem shipments
4. POD searches as per customer request






