
  
  
SEASONAL BRANCH ADMINISTRATOR 
  
Cavendish Agri Services supports farmers in growing healthy and productive crops. We have 
13 manufacturing/retail locations throughout Atlantic Canada and Maine. Our primary 
products include fertilizers, crop protectants and technical expertise. 
  
Reporting to the Branch Manager, the Seasonal Branch Administrator will be a results-driven, 
self-starter who is always looking for opportunities for improvement, and has the ability to 
adapt to a fast paced, dynamic work environment.  
  
Key Responsibilities: 

 Customer service both over the phone and in person; 

 Electronic inventory tracking; 

 General admin duties such as filing, faxing, photocopying, and greeting visitors; 

 Administrative support for sales and operations teams; 

 Administrative support for on-site customer loading; 

 Represent the company in a professional, positive and pleasant manner; 

 All other admin duties as assigned. 

 
Qualifications: 

 Completion of Grade 12 or equivalent; 

 Strong team player with strong interpersonal skills; 

 Strong communication skills such as professional customer service, phone and email 
etiquette; 

 Superior organizational skills;  

 Ability to work well under pressure and meet deadlines while maintaining a high level of 
attention to detail; 

 Excel in a fast-paced, changing environment;  

 Ability to work evening and weekend hours during peak season; 

 Proficient with Microsoft Office software required, accounting software would be an asset; 

 Business/accounting background would be considered an asset; 

 Knowledge of agriculture would be considered an asset. 

 
 
 



To Apply for this Career Opportunity: 
  
Please apply online or in person. 
 
If applying in person, please visit the branch with 2 pieces of the following ID: 
 

 Driver’s License (issued by Canadian province or territory)  

 Foreign Driver’s License  

 Canadian Passport  

 Foreign Passport  

 Canadian Citizenship Card  

 Permanent Resident (PR) Card  

 Certificate of Indian Status  

 Health Cards with picture 

 
Branch is located at the following address: 
 
41 North St 
O'Leary, PE 
C0A 1V0 
 
*Please Note: A clean criminal background check will be required prior to an employment offer 
being extended. 
 
We appreciate your interest in our company! Only those candidates selected for an interview 
will be contacted.  
  
To learn more about our products and services, click here. 
  

   
  
Cavendish Agri Services is committed to equal opportunity in its employment practices and to 
providing an environment free from discrimination and harassment for all employees. 
 

http://www.cavagri.com/
http://www.facebook.com/jdicareers
https://www.linkedin.com/company/jd-irving
https://twitter.com/jdirvinglimited

