Company: Stern Laboratories Inc. Location: Hamilton, Ontario, Canada
Title: Administrative Assistant
Status: Full-Time $45,000.00 - $60,000.00 / year (to be negotiated)

Company Profile:

Stern Laboratories Inc. is a privately owned Canadian corporation which conducts full scale
thermal/ hydraulic experiments for code development and validation, Critical Heat Flux
determination, emergency cooling, equipment qualification and reliability and safety, under
contract to utilities, reactor, nuclear fuel and instrument vendors, other laboratories and
government agencies.

We construct and operate test facilities which are representative of Nuclear Power Reactor
systems and components, and are equipped with instrumentation for determination of the heat
transfer crisis in simulated nuclear fuel assemblies, and measurements of differential and
absolute pressures, single and two phase flows, void fractions etc. We perform safety
experiments involving loss of flow and pressure, loss of coolant, pressure tube and related pipe
failures, aerosol transport in and from defective containments etc.

Job Description:

Working in an engineering environment with experienced Technicians, Technologists and
Professional Engineers, some daily responsibilities will include but are not limited to the
following:

e Greeting guests, welcoming visitors and directing inquiries.

e Answering incoming phone calls, responding to emails, and sorting mail.

o Booking flights, trains, accommodations, and transportation.

¢ Organizing company functions.

e Coordinating and storing digital files, as well as maintaining physical filing cabinets for
easy retrieval.

o Formatting letters, reports, memos, and presentations.

e Supporting onboarding processes and maintaining employee databases.

¢ Assist with Payroll and Benefits.

e Assisting with preparing purchase orders, negotiating contract terms, and soliciting bids.

e Processing and filing vendor invoices and Credit Card Reconciliations

o Generate shipping paperwork: Assist in preparation of Bills of Lading (BOL), packing

lists, and commercial invoices.
Qualifications:

Education

o College or equivalent program in Office or Business Administration
Skills

¢ Knowledge of Microsoft Office (Word, Excel, Outlook)

e Exceptional verbal and written communication skills

¢ Organized with the ability to prioritize tasks appropriately

o Basic bookkeeping and accounting skills

How to apply by email: jobapplicant@sternlab.com

Stern Laboratories is an equal opportunity employer.
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