
Join the Endoscopic Spine Experts 

joimax® is the leading and developing company of endoscopic spinal 
surgery. Continuous and healthy growth requires qualified and 
motivated employees in all departments. 
 
 
To strengthen our Team we are looking for you as 

Customer Service 
 
This is a Full-time position and will assist in the organization and 
running of the daily administrative operations of the company. 
The ideal candidate will be a hard working professional able to 
undertake a variety of office and sales support tasks and work 
diligently under pressure. This person will be comfortable working 
with a high degree of attention to detail and discretion as well as 
incorporating new and effective ways to achieve better results. 
 
Job Duties: 

Ø Processing and expediting quotes, sales orders, and invoices  
Ø Maintain accurate office filing 
Ø Assist customers and sales team in making decisions by 

providing appropriate solutions 
Ø Provide help to customers, distributors and sales team by 

offering advice whenever necessary 
Ø Resolve issues and complaints from clients by providing them 

with appropriate information 
Ø May be responsible for handling payments 
Ø Monitor and manage incoming phone calls, emails and answer 

or forward as required 
Ø Assist Office Manager and Financial Controller with their daily 

duties 
Ø Organize office and assist associates in ways that optimize 

procedures 
 
Skills and Qualifications: 

Ø High School Diploma or proven experience as Customer 
Service Representative / Office Assistant or in another 
relevant administrative role (1-2 years’ experience required) 

Ø Possession of numeracy and literacy skills to be able to 
perform simple calculations on the spot 

Ø Proficiency in MS Office, Outlook, and QuickBooks 
Ø Thorough understanding of office management skills 
Ø Excellent verbal and written communication skills as well as 

organizational and time management skills 
Ø Analytical abilities and adept at problem-solving 
Ø Work in high pressure environment with ability to multitask 

and perform time driven tasks effectively 
 
  

Do you have the ambition, to 
significantly contribute to the 
innovative character of joimax®; to 
collaborate on the success with their 
great readiness to take ownership  
as well as your entrepreneurial  
acting and thinking?  
Then, please, send your complete  
application documents via email: 
 
joimax®, Inc. 
Liz Burbank 
14 Goodyear, Suite 145 
Irvine, CA 92618-3759, USA  
career@joimaxusa.com  
www.joimax.com 



Join the Endoscopic Spine Experts 

Key Competencies: 
Ø Communication skills 
Ø Organization and planning skills 
Ø Work management and prioritizing skills 
Ø Problem solving ability 
Ø Attention to detail 
Ø Job further requires accuracy, flexibility, reliability, 

confidentiality and teamwork 
 
Benefits: 

Ø Full time position 
Ø Competitive salary  
Ø Health Benefit package 
Ø 401(K) 
Ø Paid Holidays, vacation & sick leave 
Ø Start-up atmosphere in a steady growing company with a 

great team. 
 

www.joimax.com 
	


