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Job Description

Position Title
Store & Parts Assistant

Location
Strathmore, Alberta

Employment Type
Full-Time, Permanent
Reporting To

The Store & Parts Assistant position reports to the Inside Sales Representative and supports
the daily operations of the Strathmore location. This role works closely with the Strathmore
team and collaborates with the Brooks-based service, sales, and parts departments to
ensure efficient operations, accurate order processing, and a high level of customer service.

Company Overview

Academy Services Ltd. is a locally owned company that has proudly served Southern
Alberta since 1982. With locations in Brooks and Strathmore, Academy Services provides
irrigation, electrical, and power solutions to the agricultural community.

As a Valley Irrigation dealer and authorized Generac dealer, our team specializes in
irrigation system sales, installation, service, and electrical support.



Position Summary

The Store & Parts Assistant position assists with parts sales, inventory organization, and
office administration at the Strathmore location. This role supports daily branch operations
by assisting customers, processing orders and invoices, and maintaining accurate inventory
records.

The successful candidate will work under the direction of the Inside Sales Representative
and collaborate with the Strathmore and Brooks teams to ensure efficient operations and
excellent customer service.

Key Responsibilities
As the Strathmore location grows, the responsibilities of this role may expand over time
e Assist customers at the parts counter with product inquiries and orders
e  Process parts orders, sales transactions, and invoices
Receive, organize, and maintain parts inventory
e Support accurate inventory tracking and stock organization

Maintain a clean, organized, and professional parts counter and retail area

Provide general administrative and office support

Administrative Responsibilities

e Prepare invoices and assist with basic bookkeeping tasks

e Answer phones and assist customers with general inquiries

e Support record keeping and documentation related to parts and sales
e Assist with general office duties to support branch operations

This job description outlines the general responsibilities of the position but is not
intended to be a complete list of all duties. Responsibilities may change as business
needs evolve, and employees may be required to perform other related tasks as
assigned.

Qualifications

e Strong customer service and communication skills

e Strong organizational and attention-to-detail skills

e Comfortable learning new computer systems and products

e Basic bookkeeping or invoicing experience considered an asset

e Interest or experience in agriculture or irrigation parts considered an asset
e Ability to work independently and as part of a small team environment

Working Conditions

e Primarily indoor work within a retail parts and office environment
e Occasional light physical work including lifting and organizing parts inventory



e Regular interaction with customers, service technicians, and suppliers

Branch Structure — Strathmore Location
The Strathmore location currently operates with a small team of three employees:

e Inside Sales Representative
e Store & Parts Assistant position
e Electrician / Service Technician

The team works closely with the Brooks-based service, sales, and parts departments to
support operations across both locations.

Compensation and Benefits

Academy Services offers a competitive compensation package which may include:

e Salaried position

e Competitive wages

o Health benefits package

e RRSP matching program

e Paid time off

e Wellness program

e Work-wear, cell-phone allowance

How to Apply
Send your resume to jobs@academyservices.ca.

Only applicants selected for an interview will be contacted.
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