
 

 
 

Job Title: Sales & Marketing Coordinator (14 Month Maternity Leave Contract) 

Location:  220 Bay Street, Toronto 

Reports to:  Vice President & Managing Director 

_______________________________________________________________________________________ 

SUMMARY: 
The Sales & Marketing Coordinator is a key member of the Sales team responsible for supporting 
various departments across Canada/US (Sales, Billing, AP, AR, Project Management and 
Purchasing).  The position requires an individual who’s driven, dependable and excels when faced 
with multiple tasks that have competing deadlines.  This is a 14 month maternity leave contract.   
 

JOB RESPONSIBILITIES:  

 Creating and editing presentations and quote letters 
 Responding to vendor inquiries 
 Closing out print deals, as requested by Customer Service teams 
 Daily sales team reporting  
 Assisting sales team with estimating/quoting print jobs 
 Assisting with marketing events/tasks as needed 
 Handling inquiries from internal and external clients 
 PO requisition processing in SAP S/4Hana 
 Managing yearly spends and creating POs for vendors  
 Coordinating with Accounts Receivable for invoicing issues 
 Maintaining invoice archive for the sales team and AR requests 
 Redirecting client payments to correct accounts receivable departments 
 Submitting vendor invoices to Accounts Payable once costs are checked, captured 

and coded 
 Correcting invoice PO errors and advise AP if there are revisions to invoices 

submitted by the vendor to AP before they process for payment 
 Setting up new vendors for payment 
 Managing and ordering office supplies 
 Other duties, as required 

KEY SKILLS: 
 Strong multi-tasking ability 

 Excellent interpersonal skills 

 Ability to communicate well at all levels, internally and externally 
 

QUALIFICATIONS: 
 Post secondary education in Graphics Communication or Business or equivalent experience 

 Print background is preferred, but not required 

 Knowledge of SAP ECC or SAP S/4Hana is helpful, but not required  



 Proficient in Microsoft Office 
 

PLEASE APPLY ON OUR WEBSITE: 

https://career8.successfactors.com/sfcareer/jobreqcareer?jobId=733&company=donnelleyf&username= 

 
Donnelley Financial Solutions is an equal opportunity employer and is committed to providing accommodations for 

people with disabilities. Accommodation will be provided in all parts of the hiring process, upon request. We are 

committed to protecting the privacy of personal information, which is used for recruitment and employment purposes 

only.  

 
 


