Company Overview
The Muskoka Roastery Coffee Company is located in Huntsville, Ontario. Our mission is to handcraft the best coffee, and celebrate and protect the natural splendour of Muskoka. We are embarking on a program of business growth, including geographic expansion and need to hire an individual who will enter as a Business Development and Accounting Intern, with a view to transitioning to a permanent role with the company. This full-time position is partially funded by FedNor’s Northern Ontario Development Program.
This individual will assume, over time, primary responsibility for all aspects of our internal accounting (sales, financial, cost), while also serving as a daily interface with our customers in our core region (by telephone or electronically). In addition, the individual will play the lead role in developing our factory showroom, including dealing with consumers who visit for tours or to buy product or merchandise. The job is perfect for an individual who has the technical skills and attention to detail of an accountant, but who possesses an out-going personality and a desire to deal with consumers and customers.  

The successful candidate will meet the specific criteria required by the FedNor Intern program including being a recent graduate with a degree or diploma. Other criteria are detailed below and are not flexible. The Muskoka Roastery always places a high value on finding a candidate who will fit into our operating culture and share our values and principles. Our priority is to hire an intern who can stay on long term and grow to become a core member of the team. A solid technical skill base is essential, but even more important are passion, initiative, commitment to teamwork and a dedication to excellence. 

Responsibilities

· Assume, over time, primary responsibility for internal accounting, with a focus on sales, transaction and cost accounting.
· Assume, over time, primary responsibility for the order desk, interfacing with customers either by telephone or electronically.
· Build excellent relationships with customers to enhance reputation as ‘preferred supplier’.
· Process orders, provide advice on stocking levels/range, resolve issues/complaints professionally.
· Manage customer database, keeping accurate records of interactions and transactions.
· Track AR and resolve any outstanding issues in a timely manner.
· Assume primary responsibility for the factory showroom including daily interface with consumers who visit to purchase coffee and assorted items.
· Play a role in building the factory showroom experience including sale merchandise, offers and demonstrations.

· Lead and organize factory tours.
· Periodically travel to demonstrations around our core region to showcase the product at events or with customers.
· Work seamlessly with other members of the team to ensure customer satisfaction, even when that means helping in another job function or assignment to remove a roadblock.
· This role does not have any supervisory responsibilities.
· This role requires an outgoing personality, attention to detail, and an internally driven commitment to excellence.

Qualifications

· Graduate with a degree or diploma from a post secondary institution within the last three years. 
· Exposure to, and affinity with, business accounting packages (MRCC uses QuickBooks and MiSys).
· Strong interpersonal skills and excellent communication skills – verbal and written.
· Logical thinker with good common sense and an ability to solve problems independently.
· Strong attention to detail and accuracy.
· Ability to work effectively with data and IT systems and keep orderly, accurate records.
· Strong customer service orientation.
· Adaptable with an ability to handle a fast-paced work environment with multiple simultaneous tasks/projects.
· Strong team player.

· A self-starter who owns personal objectives and takes initiative. 

Other Requirements

· Under the age of 30 years and legally entitled to work in Canada.

· Has not been previously employed under a FedNor Youth Internship funding agreement or other federal or provincial internship with pay for a period of six months or more.

· Regular workday is 0800-1630. The position will include full or half-days on Saturdays as part of a 5 day week to support the factory showroom. Also includes periodic support for weekend events, which tend to be seasonal. 

· Able to multi-task while maintaining quality and accuracy.
· Clean driving license.
Final Thoughts

The Muskoka Roastery Coffee Company is a values-driven business. Details of our values, mission and principles can be found on our website www.muskokaroastery.com.

Our attitude with respect to hiring new members to the team is covered on the website. In a nutshell, we would rather deal with the consequences of being short of staff than hire someone who would not share our passion for handcrafted coffee, our love of Muskoka or our commitment to socially responsible business practices. 

If you believe that you might qualify for the technical and attitudinal specifications for this position, we would love to hear from you.
