
  

 

Job Vacancy - June 7th 2021 
Location: IBC Burnaby Office 
 

About Us: 
IBC Technologies Inc. is a leading manufacturer of high efficiency boilers and water heaters for 
residential and commercial use in North America, and a proud member of the Rheem family of 
brands. For over 25 years, IBC has been at the forefront of innovation in the heating industry 
 

Position Title: 
Customer Service - Order Entry 
Position Summary: 
We are looking for a highly motivated customer service - order entry clerk, who can look after our 
growing business volume. The role is expected to handle high volume of orders with high degree of 
accuracy and professionally respond to customer inquiries on order status, shipment information, 
and inventory level. Time management and multi-tasking are the key to succeed in this role. 
Responsibilities: 

• Enter sales orders accurately and efficiently on a timely basis 
• Support Accounts Receivable on invoicing 
• Match and file invoices and other documents as required 
• Answer and transfer incoming calls and greeting guests in a warm and professional manner 
• Respond to external and internal inquiries regards to order status and inventory level 
• Support month end close and meet sales cut off timeline 
• Other administrative tasks as needed 

Qualifications: 
• Positive and personable, and works well in a team environment 
• Strong attention to detail  
• Strong verbal and written communication 
• Strong computer skills, with comprehensive knowledge of Microsoft Office programs 
• Ability to multi-task 
• Ability to work under pressure and with tight timeline 
• Customer service or office experience an asset 
• Experience in Accounts Receivable or Accounts Payable would be an asset, but not required 

Compensation: 
• Competitive Salary – TBD based on experience 
• Benefits –RRSP Match Program, Extended Health and Dental after probation 
•  Company highly supports personal development of our employee. We offer education 

support to qualified employee. 
 

Applications 
Please send your resume and cover letter to IBC.HR@ibcboiler.com with “Customer Service- Order 
Entry” in the subject line. 
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