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Sales Support Coordinator 
Moncton/Manufacturing/Sales        
 

Who are we? 

Greystone Energy Systems Inc. is internationally recognized as one of the largest ISO registered manufacturers 
of HVAC sensors and transducers for Building Automation Management Systems. Headquartered in Moncton, 
with a global presence, the sales team is located in Canada, USA, Middle East, India, Singapore and Malayasia.  
Greystone Energy Systems is strongly committed to innovation, quality and environmental sustainability; 
always striving to exceed clients' expectations. Greystone is an equal opportunity employer that values 
diversity and inclusivity and encourages applicants from all backgrounds to apply. 

Why choose Greystone Energy Systems? 

• A full range of Health Benefits (shared costs) 

• Participation in the Group RRSP plan, 100% employer match 
• A telemedicine virtual healthcare service 
• Employee and Family Assistance Program 
• Opportunities for Skills Development 
• Free Parking 
• Daytime hours, Monday to Friday work Schedule 
• Annual Performance Appraisals 

 

The Opportunity 
 
We are growing and looking for an enthusiastic and motivated Sales Support Coordinator to join our team 
working in Moncton, New Brunswick. 
 
The ideal candidate is a high energy individual who thrives in a fast-paced environment.  You are someone who 
is organized, can multitask and has a high sense of urgency to accomplish tight deadlines.  Additionally, you can 
manage priorities and be willing to go the extra mile to ensure customer satisfaction.   
 

Objective & Summary 
 
The Sales Support Coordinator will provide customer care and work with our global customer base to answer 
customer queries and resolve issues quickly through the appropriate channels.  You will also provide support 
with all the company’s after sales functions such as order entry/acknowledgement, shipping notifications, 
logistics and documentation. 
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Principle Duties & Responsibilities 
 
Internal sales support for North American and International customers (territories may vary).  Duties including 
but not limited to the following: 

• Maintain strong customer relationships by promptly responding to queries via email, phone or other 
methods as required 

• Communicate and coordinate with team members in other departments to find the best solutions for 
customer requirements (internal departments such as operations, engineering and logistics) 

• Obtain and share customer feedback with colleagues and other departments to assist with future 
improvements  

• Use knowledge of Greystone product, service, or other assigned area of expertise to answer inquiries 
or to forward to the appropriate staff. 

• Verify customer purchase orders for accuracy 

• Data entry and order acknowledgments to customers 

• Verify order shipment schedules  

• Prepare documents and reports 

• Coordinate process and forward all shipping documents for international orders 

• Direct communication with sales representatives and/or customer, to ensure accuracy of product, 
pricing and shipment information, if required 

 

Preferred Skills and Competency Requirements 
 

• Strong leadership, communication, organizational, and problem-solving skills 

• Self-starter with excellent communication skills, both written and verbal 

• Naturally curious and passionate with exceptional attention to detail  

• Positive attitude and desire to meet and exceed customer’s expectations 

• Ability to work in a fast-paced environment with excellent time management and organization skills 

• Ability to respond appropriately under pressure 

• Commitment to continuous improvement and resource development, track record of high achievement 

• Fluent in English (both written and verbal).  French, Hindi or Arabic is an asset 

• Strong computer skills (MS Office Suite, Internet) 

• Knowledge of Syspro considered an asset 
 

Education, Training & Experience 
Post-secondary education and/or three plus years’ experience in a similar role 
 
Only those who will be considered for the next step of the application process will be contacted. 
Applications should be forwarded to Main Cleto at Cleto.m@greystoneenergy.com 
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