
 

 

 

 

 

Office Administrative Assistant: 
Biewer Sawmill, Newton is looking for a person to fill our Office Assistant role! 
The person in this position will report directly to the Office Manager. This role 

will ensure effective and efficient coordination of all administrative 
processing which includes reception, shipping, inventory input and controls, 
accounts payable, accounts receivable, procurement, and general 

administrative support. 

 

Shift Schedule: M – F and from 8 am to 4(5) pm  
 

Accountabilities: 
Primary responsibilities will include: 

 Generate daily reports; Invoice lumber shipments and audit customer 
claims 

 Generate credit and debit memos; ensure accuracy of accounts payable 
processing; communicate with vendors 

 Ensure accuracy of lumber inventory; ensure stock rotation is completed  
 Maintain and update production reporting spreadsheets 

 Review orders to be loaded & complete inspection of outgoing lumber 
trucks or railcars for loading accuracy 

 Communicate with the sales group regarding orders & ensure the shipping 

department stays on schedule. 

 

Qualifications: 
 Must have a High School Diploma or equivalent. 
 Must have prior administrative experience, accuracy of office reports, 

accounts payables, accounts receivables, shipping, and inventory. 

 Must have strong communication skills (verbal, written, and interpersonal) 
for working effectively with others. 

 Computer proficiency with Microsoft Office, Google Docs, and the ability 
to navigate and acquire skills to use internal systems. 


