
Job Description 
 
Office Supervisor 

One Media Ltd. seeks an experienced Office Supervisor to oversee daily operations and ensure efficiency 

in a fast-paced environment. The ideal candidate will have exceptional leadership, communication, and 

organizational skills, with a strong ability to manage multiple tasks and drive business growth. 

Key Responsibilities: 

 Supervise and manage office operations to ensure productivity and efficiency. 
 

 Provide real-time updates on ongoing projects and maintain a structured weekly reporting schedule. 
 

 Collaborate with the marketing team to develop and implement promotional campaigns that drive 

revenue. 
 

 Actively generate leads for advertising sales, working closely with the sales team to engage potential 

advertisers and promote our media services. 
 

 Planned, organized, and coordinated quarterly networking events to enhance brand visibility and 

engagement. Identify key networking opportunities and industry associations for participation. 
 

 Oversee business development efforts, managing both new and existing client accounts. 
 

 Handle essential human resources functions, including administrative and operational HR tasks. 
 

 Perform additional duties as assigned. 

Qualifications & Skills: 

Have at least three (3) years of experience in a supervisory role. 

Proficiency in MS Office Suite (Word, Excel, PowerPoint, Outlook). 

Experience with ASANA, Slack, HubSpot, and Constant Contact is preferred. 

Highly organized, reliable, and able to work efficiently under pressure. 

This role offers an exciting opportunity to contribute to a dynamic media company while taking on 

leadership responsibilities. We encourage you to apply if you are results-driven and able to thrive in a fast-

paced environment. 

 

Job Types: Full-time, Permanent 

Salary: $24.17 hourly (plus applicable commissions)  

Office location: 250 Consumers Road; Victoria Park & Sheppard Ave.  

Schedule: 8:45 am to 5:15 pm; Monday to Friday 

To apply: Email us at Hr@onemedialtd.com  
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