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Branch Coordinator – Northern Branch QLD, Permanent Full time 

 

 Do you have exceptional influencing and communication skills? 

 Do you have a continuous improvement focus and are driven by results? 

 Are you comfortable taking the lead in a technical environment? 

If so, we have an exciting opportunity for a highly motivated branch coordinator to join 
our team, based near Brisbane airport.  The role is varied and interesting but also demands 
a high level of productivity together with excellent organisational and administrative skills 
to successfully manage multiple priorities. 

At Ecotech, we provide our customers with innovative environmental monitoring 
solutions.  We do this by designing, manufacturing, operating and supplying sophisticated 
monitoring equipment to our customers, which means a cleaner, healthier and safer 
environment now and for the future! www.ecotech.com.au 

This role forms an integral part of Ecotech’s Northern business operations and is a full time 
position. 

The great bits of this role 

 Exposure to many different parts of the business  

 Passionate and collaborative working environment  

 Culture where employees are encouraged to share ideas 

 Transparent business model and strategy 

 Employees shared rewards and bonus system  

To be successful in this role, it is paramount that you are able to demonstrate the 

following skills and experience: 

 3+ years’ experience in an similar role 

 The ability to handle multiple deadlines and responsibilities  

 A proactive and intuitive work ethic and a desire to continually go above and 

beyond what may be required 

 Relevant qualification 

 Sound computer literacy and willingness to adapt to new technologies 

 Advanced proficiency in Microsoft Word, Excel, PowerPoint and Google 

mail/calendar 

 High level of emotional intelligence and the ability to conduct yourself with the 

utmost professionalism in relation to confidential matters 

 Strong interpersonal skills and the ability to communicate effectively (written and 

verbal) with all levels of the organization 

 The ability to manage external stakeholders professionally to uphold the 

company's image 

Key accountabilities include: 

 Managing office processes, procedures and relevant activities to ensure the 
smooth running of the branch 

 Responsibility for monthly accounts and invoicing 

 Supporting the sales and management team in preparation of quotations and 
tenders 

 Providing high level customer service to internal & external customers 

 Procurement of various products and services from suppliers  

 Managing inventory  

 Coordinating delivery and shipping of all stock and equipment 

 Responsibility for managing stock and rental equipment registers  

 Reception duties  
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 Managing branch contracts and purchase orders, including order entry and billing 

 Booking and managing Branch travel requirements 

 Assisting with accounts receivables 

 Managing branch safety hazard assessments  

 Assisting in management of branch expenditure and forecasting process 

What will impress us? 

 Positive can-do attitude 

 Experience in a technical or engineering environment 

 The confidence to work autonomously 

If you meet the criteria above and would like to apply for the position, please submit your 
resume and covering letter, outlining your skills and experience relevant to this role.   
 
Ecotech is an Equal Opportunity Employer.   
 
Applications Close:  25 August 2017 
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