
 

 

LivingWorks is seeking an 

Customer Relations Administrator 

Location: Suite #500, 151 Canada Olympic Road SW, Calgary Alberta 

About LivingWorks 

For nearly four decades, we’ve wondered: how can we make the world a better place? At 
LivingWorks, that comes in the form of saving lives from suicide. We make it possible with 
innovative, evidence-based training that can empower anyone to recognize someone’s distress 
and take action to keep them safe. Everyone has a role to play, and we have a training program 
for every role. 

The Customer Relations Administrator manages smaller, transactional accounts with a focus on 
LivingWorks online trainings, ensuring excellent customer service and adherence to procedures. 

Key Responsibilities 

• Primary: 
o Proactively, and with a high standard of excellence, maintain customer service and 

support for all LivingWorks clients within the assigned book of business. This account 
management role includes: 
 Onboarding new customers into online training programs (ie LivingWorks Start): 

• purchasing process, 
• user group creation, 
• program enrollment. 

 Training customers, via Zoom, to be LivingWorks Start Program managers so they 
can effectively interact with our Learning Management System (LMS). 

 Supporting other Business Development team members with invoicing. 
 Responding to and resolve customer questions and needs in a timely manner. 
 Offering user support services by fielding inquiries and escalating to the Application 

Support Team as per established guidelines and procedures. 
 Retaining the assigned book of business by providing sound account management 

practices within established policies a required. 
o Online Account Monitoring. 



 

 

 Monitoring and supporting ongoing activity of accounts, ensuring relevant invoicing 
and payments in the short term. 

 Identifying ‘champion’ customers with high potential, program completion, account 
growth, and strategic opportunities, then communicating these opportunities to the 
appropriate Business Development team member. 

o Monitor and process purchases of online programs via our e-commerce system, then 
ensure required program onboarding and completion. 

• Secondary: 
o Administrative duties supporting our Customer Relations Management system (CRM) 

including: 
 creation of lead and client reports; 
 monitoring and maintaining data transferred between our CRM and e-commerce 

system. 
o Supporting Mid-large sized customers with admin support during implementation. 
o Serving as back-up to: 
 customer order desk; and 
 As required, main reception which fields general emails and phone calls. 

Key Capabilities 

• Relationship driven and has a tenacious approach to customer services. 
• Provides efficient and timely customer service. 
• Responds in a timely manner to incoming customer calls and emails (as per inside sales and 

referral procedures). 
• Effectively uses the CRM to manage customer and sales activities. 
• Operates in alignment with LivingWorks guidelines and practices. 
• Actively engages in process improvement practices to enhance the capability of the 

Business Development area. 
• Performs role with a dynamic, proactive approach. 

 
Qualifications and Experience 

• Diploma business admin or equivalent. 
• 2 years relevant experience. 
• Competent in Microsoft Office suite of products. 
• CRM and e-commerce systems. 


