
Greenhawk Home Office – 5665 McLaughlin Rd, Mississauga, ON 

Allocation Administrative Support 

Greenhawk is currently looking to fill a full time Allocation Administrative Support role assisting 
the Allocation department based out of their home office in Mississauga, Ontario.  

This entry-level position will work closely with the Senior Manager, Allocation & Analysis, 
department Analysts, as well as communicating regularly with store managers and franchise 
owners. 

The ideal individual should possess excellent communication skills, attention to detail, and 
excellent scheduling and time management skills. The candidate must be comfortable working 
in a fast-paced environment with multiple deadlines. 

While ideally possessing a post-secondary education, experience in other aspects of retail 
management, business analysis, purchasing and merchandise planning, is an asset but not a 
requirement. A strong candidate will possess good equestrian knowledge in a variety of areas 
and disciplines but this is not an absolute requirement. This individual should possess a team 
player mindset and be prepared to work on a variety of different tasks. 

Primary Responsibilities 

 Coordinate communication, tracking and imports of all New Products 

 Correspondence with stores regarding stocking level changes as indicated by Allocation 
Analysts 

 Assist store owners and managers in making changes to their stocking levels in order to 
meet customer demand and to support Marketing promotions and special events 

 Assist Allocation Analysts in sending out additional inventory for event promos 

 Manage and track inventory pullback from stores to the distribution center 

 Prepare and send monthly reporting documents based on sales data from previous periods 

 Order Entry as required 

Necessary Skills 

 Clear and effective oral and written communication skills 

 Excellent organizational skills and ability to take direction 

 Ability to prioritize and multi-task in order to meet multiple deadlines 

 Ability to organize to work independently 

 Proficient in Microsoft Office-based software with an emphasis on Excel 

 Comfortable with responsibility and accountability 

 Ability to maintain the confidentiality of all company information 

If this sounds like an exciting opportunity, and if your skill set matches our requirements, submit 
your CV and salary expectations in confidence to careers@greenhawk.comwith the subject 
heading Allocation Administrative Support. 
 
We will review all resumes forwarded, but apologize in advance if we are not able to 
communicate or reply back to all applicants. 

We look forward to hearing from you. 

 

mailto:careers@greenhawk.com

