
Position: Logistics Associate – Entry Level  

Employment Type:  Full-Time 

Hours: 40 per week 

Compensation: Starting from $40K-$45K/YR Salary – experience dependent 

Confluence Distilling is seeking a critically-thinking, numerically inclined individual as its new Logistics Associate. 
This position is perfect for those who value working for a small business and want direct and immediate impact on 
the success of the company. The successful candidate will be responsible for overseeing all aspects of the 
company’s supply chain and provide basic account clerk services, working closely with both the sales and 
production departments. A preference will be given to those with a financial, analytics or logistics background.  

The ideal candidate is one who enjoys having a variety of responsibilities, developing efficient processes, analyzing 
spreadsheets and working with a small team. They are proud of their ability to learn quickly and on the fly. This 
position offers the chance to dig deep into the structure of a liquor manufacturing business and assist with major 
company decision making. 

Why work for us? Confluence Distilling is Calgary’s award-winning small-batch distillery, specializing in craft spirits 
and cocktails. We value being an engaged and active member of our community, growing and building our local 
culture to improve the quality of people’s lives. Our creativity and youthfulness are what sets our distillery apart, 
as we aim to be forward thinking and inspire people to drink differently. Confluence follows the kaizen mindset 
and are continuously seek out improvements to our business and encourage our employees to do the same. We 
are currently a small and tight-knit team of an open, accepting, and driven individuals, dedicated to growing our 
young business into a successful industry leader. Confluence is committed to a supportive and uplifting work 
environment to help overcome all challenges and have fun while doing it.  

Current areas of growth for this position are Logistics/Supply Chain Manager and Operations Manager.  

KEY RESPONSIBILITIES: 

• Monitoring and managing production inventory 
o Updating Inventory Management Software with all shipping and receiving 
o Assist with production scheduling 
o Preparing weekly delivery lists 

• Managing supply chain  
o Coordinate purchases with respect to the production scheduling 
o Updating and maintaining records of purchase expenditures 
o Develop and maintain good working relationships with suppliers and carrier services 
o Liaising with suppliers and carrier services to coordinate shipment logistics and timelines 
o Preparing and maintaining shipment paperwork and records 
o Updating suppliers to ensure and improve product quality 

• Assisting with accounts payable financial transactions, statements and records 
o Sending out payments 
o Ensure that payments are made in accordance with company policy 
o Ensure that payments are sent on time 

• Preparing invoices and assisting with accounts receivable 
o Preparing and sending invoices to customers 



o Assisting with XERO reconciliation and accuracy 
o Preparing reports on delinquent accounts and customer payment profiles 
o Analyze financial records for accuracy 

• Manage AGLC sales reporting 
o Uploading weekly sales to AGLC portal 
o Liaise with AGLC staff to ensure account is accurate 

QUALIFICATIONS  

• Experience in accounting, administration, supply chain, logistics or a related role 
• Post-secondary education or other certification in finance, analytics, economics, logistics, management or 

a related field  
• Proficiency in MS Office and database management 
• Strong organizational and time management skills 
• Excellent written and verbal communication and negotiation skills 
• Must have strong attention to detail 
• Critical thinking skills to analyse and manipulate data 
• Ability to work independently 
• Ability to cooperate and collaborate with a dynamic team 
• Must be able to operate a computer and software programs with little assistance  
• Must be comfortable working with and around liquor and people consuming alcohol 

TO APPLY FOR THIS JOB, INCLUDE: 

• Resume 
• Cover Letter 
• Proof of Certification or Education (if applicable) 

References must be provided upon request. 

 


