TRAINING COORDINATOR, 45-50K, Downtown Toronto (Access from Union Station)
  
Our client is a premier provider of high-end, instructor-led technology training. They offer clients and students the ability to choose from a vast catalog of proprietary courses or provide their senior training team to work with clients to craft a customized training course to meet their unique training needs.
 
RESPONSIBILITIES:
 
.  Managing the logistics of training events, including coordination of participants, notifying trainer of changes and following up with participants..
.   Informing clients of when books are shipped and tracking the shipping numbers
.   Liaison between clients including setup issues and infrastructure team
.   Assisting accounting in collection of trainer invoices/expenses and any possible issues with client on invoices
.   Managing student email setup and email blast
.   Loading webinar email addresses into database
.   Maintaining the accuracy and validity of database email address
.   Contact for online classes
.   Making sure books and headsets are sent for online classes
.   Making sure students are Ok with the virtual environment
.   Getting Credit card info for online classes and book orders
.    Handling partner book order sales once pricing is established ( partner logo,shipping account, tech contact etc)
.    Working with other admin's on travel details
.    Dealing with trainers to make sure they have books, custom materials, proper lab setup, client logistics and client contact
.    Database set up and management of trainer database
.    All follow up and coordination with trainers previous to and following assigned classes.
.    Posting webinars onto the website
 
QUALIFICATIONS:
 
.         Excellent organizational skills with the ability to multitask in a fast paced environment
.         Proficiency in MS Office Suite of Products, Word, Excel, PowerPoint and Outlook
.         Knowledge of CRM database extremely beneficial
.         Knowledge of 3rd party training environment a definite asset
.         Exceptional communication skills 
.         5+ years experience in an administrative assistant role
.         Must enjoy multi-tasking, and working in a project based environment, dealing with multiple parties both internal and external
 
If you are interested in this opportunity please send an updated version of your resume (if we don't already have it on file), and your availability for interviews.  Thank you in advance for your interest.  
 
Ann Binsted, President
 
Executive Assistance Inc.
330 Bay Street, Suite 820
Toronto, ON  M5H2S8
 
416-368-8700

