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Client Services Admin 
 
The Admin role will be an integral position that assures Innovation Factory is able to provide quality resources and services to the 
community.  The ability to interact with staff in a fast-paced environment, sometimes under pressure, remaining flexible, proactive, 
resourceful and efficient, with a high level of professionalism and confidentiality is crucial to this role.  Expert level written and verbal 
communication skills, strong decision-making ability and attention to detail are equally important. This position will also play a key role in 
planning, promoting and executing regular events. Thus, this person must be exceedingly well organized, flexible and enjoy the 
challenges of supporting a small office of diverse people and programs. 
 
Core Responsibilities 

- provide admin support to the Executive Director 
- manage EIR calendars and meetings 
- setting up follow up meetings with iF team members 
- greet clients/suppliers/visitors to the organization in a professional and friendly manner  
- act as a liaison with client companies, collect new client information, verify information and coordinate with the iF team to 

assign clients to appropriate partners and connections 
- maintain Innovation Factory's client database, work with the iF team to ensure client information and resources are up to date 

in our Client database and on Salesforce 
- inputting and updating contacts in the iF master database 
- compiling information about companies in Hamilton and surrounding area  
- help with the planning and execution of regular monthly and special events 

 
Office administration 

- Sort incoming mail and courier deliveries for distribution 
- Prepare and send outgoing mail and courier parcels 
- Forward incoming general e-mails to the appropriate staff member 
- Forward voice mail from the general mailbox to the appropriate staff member 
- Purchase, receive and store the office supplies ensuring that basic supplies are always available 
- Coordinate the maintenance of office equipment 

 
The ideal candidate will: 

• possess advanced skills in written and verbal communications with strict attention to detail 
• possess strong interpersonal skills to maintain relationships with client companies and other third partners 
• be proficient in social media (i.e. Facebook, Twitter, LinkedIn) 
• have to ability to prioritize multiple projects impacting a variety of stakeholders 
• possess strong computer skills 
• have experience in high technology or a similar environment 
• be a critical and creative thinker 
• possess excellent organizational skills, work independently, take initiative and have a strong work ethic 
• be familiar with Hamilton and be community-minded   

 
About Innovation Factory  
Innovation Factory helps innovative companies in Hamilton start, grow and succeed by aiding them in overcoming the obstacles to 
commercialization of their products.  We provide mentoring, education and networking opportunities, and, because it takes a broad 
support network to create successful start-ups, we are bringing together the innovation community in Hamilton. 
 
All positions at Innovation Factory are multidisciplinary and involve considerable creativity, flexibility, member service orientation, 
interaction and teamwork.  In a small organization like Innovation Factory, all staff members are required to perform a variety of 
functions at varying levels with the flexibility necessary to facilitate and improve the growth of the innovation community and the 
programs that support it. 
 
How to Apply  
Please forward your resume to hr@innovationfactory.ca by July 26, 2016.  Although all applications will be carefully considered, only 
those selected for an interview will be contacted.  The position will remain open until an exemplary candidate has been found.     


