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Mercator Robotec - Office Administrator 

Job Overview 

 

Key Roles/Responsibilities: 

 

 Full Service Book keeper  

 Inventory Management/Shipping/Receiving 

 Inside Sales/Marketing  

 Miscellaneous Administrative Responsibilities 

 Receptionist 

 Travel Coordination 

 Other Responsibilities 

  
Job Description: 

 

Full Service Book Keeper: 

1. All accounting records to be maintained in Simply Accounting 

2. Accounts Receivable/Payable 

a. Ensure all bills are paid in a timely basis 

b. Process purchase requisitions and prepare purchase orders 

c. Invoice all accounts within 1 business day of shipment or project 

completion. 

d. Track all outstanding receivables 

e. Maintain 90 day cash-flow spreadsheets 

3. Process Bi-weekly payroll 

4. Financial Reporting 

a. Assist with development of, and monitor, annual budget for business 

operating costs  

b. Report and enter all Monthly/Quarterly key performance indicators 

(KPI’s) 

c. Provide Weekly/Monthly Sales/Revenue and Cash Forecasts 

d. Prepare Monthly/Quarterly Financial statements 

 

Inventory Management/Shipping/Receiving 

1. Maintain inventory and capital equipment databases using Excel and P2000 

software tools. 

2. File paperwork from incoming shipments 

3. Prepare shipping paperwork – packing slips, waybills, commercial invoice, 

NAFTA – as required for outgoing shipments 

4. Maintain the inventory shelves in a neat and professional manner 

5. Conduct periodic physical inventory counts and reconcile with databases and 

accounting records.   

 

Inside Sales/Marketing 

1. Tracks all prospect leads 

2. Collect lead source information 

3. Maintain the corporate contact database 

4. Creates prospect lead files 
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5. Basic market research on all new prospects (includes web 

research/website/database analysis/Google searches) 

6. Complete initial lead qualification steps – phone, email – and schedule 

appointments for outside sales 

7. Coordinate with Engineering and Outside Sales to prepare quotations and project 

proposals. 

8. Maintain all client files and correspondence 

9. Assist in client communications 

10. Ensure excellent client follow-up and service 

11. Ensure all client written/video/audio testimonials are secured 

12. Updates website content/client testimonials/events/videos as appropriate and as 

directed 

13. Coordinate and update all social media sites with content/PR/videos/events as 

required. 

14. Interface with all outsourced social media resource contacts as needed 

 

Miscellaneous Administrative Responsibilities 

1. Maintain business files and develop systems 

2. Purchase supplies and marketing collaterals and maintain inventory levels  

3. Maintain proper functioning of computer and office equipment and interface with 

outsourced IT/Communications providers 

4. Manage hiring process – advertising, scheduling interviews, etc. 

5. Coordinate training and orientation for new hires 

 

Receptionist: 

1. Answer and return phones/messages in a timely manner 

2. Maintains all phone and voice-mail systems 

3. Manage all office correspondence 

4. Create and Maintain database of contacts and activities 

5. Maintaining a professional office appearance and image 

6. Ensure all office guests are greeted in a professional manner 

 

Travel Coordination 

1. Coordinate all travel to minimize cost and maximize time and schedule 

2. Provide and track all itineraries for all trips 
3. Timely communication and coordination of all travel changes 
4. Monitor project travel and expense budgets 
5. Coordinate with engineering and sales to complete travel expense reports in a 

timely fashion 
 

Other duties and responsibilities – as needed and required 

 

 

Key Position Measurements: 

1. Monthly financial reports prepared for senior management by 5th  working day of 

each month 

2. Sales Invoices completed within 1 business day of order completion/shipment 

3. % of Open Receivables Collected each month 

4. Payables made in a timely manner – no interest or late payment penalties 

5. Error free work 
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6. Daily/Weekly/Monthly/Quarterly tracking reports done on-time 

7. Innovation and improvement of existing systems and processes that improve 

effectiveness and efficiency 

 
This position will also require extensive and ongoing training and professional 

development in: 

1. Computer software programs and skills - i.e. Word, Excel, Access, Power-point, 

Contact Management, Video Conversion, etc. 

2. Develops skills to coordinate social media programs such as Facebook/Linked-

in/Twitter/You Tube/etc. 

3. Develops appropriate skills to maintain website 

content/videos/events/testimonials 

4. Developing systems i.e. training manual, employee handbook etc. 

5. Understanding key accounting and financial statements and firm KPIs 

6. Communication, sales & marketing techniques 

7. Time(self) management, organization and execution 

8. Regularly setting SMART goals and achieving desired results 

9. Desire and willingness to learn about Mercator Robotec’s business and the 

products and services that we sell. 

 

Important Personal Traits for this position: 

1. Small company “mentality” – everybody has to pitch in and do what needs to be 

done to serve the customer’s needs. 

2. Goal oriented. Thrives on accomplishment and personal/professional 

development.  

3. Flexible with work schedules 

4. Creative, ambitious and willing to learn 

5. Able to effectively manage time in an environment of constant change and 

competing priorities. 

6. Comfortable with new and constantly changing technology 

7. Friendly, engaging personality that works well in a team environment 


