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EMPLOYMENT OPPORTUNITY  
 

Office / Customer Service Administration Assistant 
Full-time role 

 
 Rare opportunity to join truly ethical company  
 Gain exposure to multiple areas of our business 
 Become the representative of our strong and emerging consumer & practitioner brands 
 
Phytomed Medicinal Herbs Ltd is proud to be a New Zealand owned and operated company. 
While Phytomed's roots are embedded in traditional herbal philosophy, we combine this 
approach with the latest research to produce herbal medicines of the highest quality.  
 
We are looking for a motivated, keen individual to join our team in Avondale, Auckland.  This 
position provides an opportunity to put a variety of skills to use and join our unique company 
in this exciting period of growth and expansion. 
 
This will be a support role to the Office Manager, and you will be required to provide 
customer service and general administrative support to our team and customers, including: 
 Receiving, processing and packing customer orders and arranging courier or postal 

despatch. 
 Reception duties including answering the phone and directing enquiries to the 

appropriate department or other staff member, ensuing a high level of ongoing customer 
satisfaction at all times. 

 Restocking shelves with incoming products. 
 Issuing invoices and statements using MYOB. 
 Assistance with processing new customer applications from both NZ and Australia. 
 Administrative support to the Customer Service and Sales teams. 
 General office administration duties. 
 Assistance with preparation of monthly reports.  
 
Strong organisational skills and the ability to multi-task are keys to success in this busy 
position. To be successful you must also have exceptional interpersonal skills as you will be 
dealing with a wide range of people within and outside the company.  Competency in the full 
Microsoft Office Suite and MYOB is desirable.  
 
A qualification in Herbal Medicine or Naturopathy (including herbal medicine) from a 
recognised training establishment, or some experience in the natural products industry is 
preferred but not essential. 
 
As this is a front line role in which you will be dealing with both domestic & international 
customers, excellent spoken and written English is critical.  
 
We like to develop our people and reward success. If you are somebody who enjoys a 
challenge, is looking to gain a broad range of skills and not afraid to roll up your sleeves 
please forward your application by 10 December 2014 to laetitia@phytomed.co.nz. 


