
 

LivingWorks is seeking an 

Customer Relations Administrator 

 

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. 

We’ve grown a lot over the past four decades. From a small startup to a global company, we’re honored 
to be training communities and organizations around the world. Military units, teachers, corporations, 
volunteers, faith communities, mental health professionals, and countless others rely on our training to 
save lives every day.  

LivingWorks is a mission-driven, for-profit company.  This means: 

• We exist for our mission: to make communities everywhere safer from suicide. 
• Everything we do, and how we do it, must contribute to our mission. 
• Profit is an ‘outcome’ of what we do, not the ‘why’ of what we do. 
• Profit ensures the sustainability of our organization to serve our mission. 

 
About the Position 

As a member of the Development Team, the Customer Relationships Administrator will be the first point 
of contact for LivingWorks, triaging all incoming inquiries and providing administrative and customer 
support services.  They will also provide support to the Development team, assisting with CRM 
maintenance, reporting, and other general office duties.  

Key Accountabilities 

Front Desk Reception  

• Greet walk-in's, triage incoming phone calls and emails, responding or forwarding as appropriate 
with expert level of Customer Service 

• Maintain and monitor LivingWorks security and privacy processes, including checking onsite 
visitors in and out and providing security cards if required 

• Elevate customer service issues as appropriate  
• Develop strong organizational awareness that will: 

• Ensure efficient and accurate triaging of incoming calls and emails 
• Answer basic questions on behalf of each department 

 

  



 

Office Duties 

• Assist with general office duties including kitchen/meeting room readiness and plant care  
• Liaise with Infrastructure and Customer Service teams where necessary   
• Be the “Champion” of the phone system; an expert on how our business phone system is set up 

and operates. Assisting team members with user inquiries as required 
 

Development Administration and Support 

• Assisting the Development team as required including: 
• Taking part in Development team meetings 
• Invoicing 
• Administration support with our CRM (Customer Relations Management System), Including 

 Creation of lead and client reports 
 Monitoring data transferred between our CRM and e-commerce system 

• Offering user support services by fielding inquiries and escalating to the Application Support 
Team as per established guidelines and procedures 

• Quoting 
• Customer Service Reports 
• Additional support as needed  

 
Education and Experience 

• Diploma or Certification in a relevant field 
• Minimum two (2) years of experience in a related role 
• ShoreTel or similar business phone systems 
• Computer skills, especially Microsoft Office 
• CRM (specifically Salesforce) experience considered an asset 

 

Competencies and Attributes: 

• Exceptional customer service 
• Excellent verbal and written communications skills 
• Demonstrated exceptional organization skills 
• Possess a strong sales mentality, seeing every interaction as a chance for a great first impression 

and Development opportunity  
• Ability to multi-task, prioritize, and manage time effectively. Responding in a timely manner to 

incoming customer calls and emails, as per inside sales and referral procedures 
• Willing to speak with people in distress 

 
How to Apply: 

Sound like a fit? We’d love to hear from you. In addition to working toward a life-saving mission, 
LivingWorks offers a competitive compensation package.  The workplace for this role is based in our 
Calgary office.  

Please provide your resume and cover letter detailing your qualifications to hr@livingworks.net 

file://lw-file/users/SBailey/WORKING%20documents/hr@livingworks.net

