
An OYAP student is any student taking part in Co-op in an "Apprenticeable" occupation 
The Hamilton-Wentworth District School Board 

Completed forms can be e-mailed to: ngodwald@hwdsb.on.ca or faxed to (289) 674-0409

COOPERATIVE EDUCATION 

Company Name:   ________________________________________________________  

Address:  ________________________________ City:   ___________________Postal code:   _____________ 

Name of Contact Person(s):   _________________________________________________________________ 

Telephone: _____________________  Fax: _____________________  E-mail: ________________________ 

Co-op Job / Placement Title:   _________________________________________________________________ 

Number of Placements Available:   _________  

Semester 1 (Sept. – Jan.)  am  pm  either  all-day 
Semester 2 (Feb. – June)  am  pm  either  all-day 
Summer Co-op (July - August):    ALL DAY 

Hours (and days) of Work:   ___________________________________________________________________ 

Will the student be paid a wage or given an honourarium?   Yes No 

Job Synopsis and Tasks (Observed and/or performed by the Co-op Student): 

Job Requirements (Skills, Personal Qualities): 

Do you employ apprentices or any certified trades? Yes No 

Would you be willing to have students come in for short term (approx. 2 weeks) Work Experience? Yes No 

Is it okay for Co-op teachers to contact you directly? Yes No 

I’d rather be contacted by the HWDSB Central office Yes No 

NEW PLACEMENT INFORMATION 
 

mailto:rich.neufeld@hwdsb.on.ca

	Company Name: Coca-Cola Refreshments Canada
	Address: 1575 Barton Street 
	City: Hamilton
	Postal code: L8H 7K6
	Name of Contact Persons: Sandeep Kaur
	Telephone: (905) 874- 7518
	Fax: 
	Email: sakaur@cokecanada.com
	Coop Job  Placement Title: Administrative Assistant (Various Departments: HR, Sales, Distribution, and Marketing)
	Number of Placements Available:  TBD
	am: Off
	pm: Off
	either: Off
	allday: Off
	am_2: Off
	pm_2: Off
	either_2: Off
	allday_2: Off
	ALL DAY: Off
	Hours and days of Work: Monday - Friday (8am - 4pm or 9am - 5pm)
	yes for honourarium: Off
	No for honourarium: Off
	Job Synopsis and Tasks: SALES SUPPORT 
- Phone/Reception 
- Enter call in orders / hotshots (immediate orders)
- Miscellaneous copying, laminating and distributing 
- Create and print POS as requested (labels, crack & peel, table tents, fund raiser forms, etc.) 
- Sales Meeting Notes/Handouts as requested 
- Provide administrative support to Sales Managers/Supervisors as assigned

DISTRIBUTION 
- Driver call in log
- Enter special event orders for service and schedule
- Safety committee notes as assigned 
- Provide administrative support to Distribution Center Manager/Supervisors as assigned

Human Resources
- Track and maintain up-to-date candidate information/records
- Upload relevant documents into candidate files
- Maintain high level of communication with internal and external candidates via email and phone, outlining background process, follow-up on offer paperwork, new hire information, and onboarding details
- Maintain Talent Acquisition recruitment calendar and assist with coordination of open-house, career fairs and campus events

MISCELLANEOUS ADMINISTRATIVE DUTIES
- Coordinate employee/facility events including catering and meeting room set up
- Manage flow of information throughout the day, faxes, coping, telephone, etc. 
- Schedule conference rooms 
- Phone system and voice mail maintenance
- Maintain/request maintenance on office equipment

	Job Requirements, skills: - Ability to maintain confidentiality at all times 
- Basic computer skills including Excel, Word and Power point or related experience 
- Excellent phone etiquette 
- Strong organizational skills
- Attention to detail
- Positive and collaborative team member with excellent interpersonal and communication skills (both written and verbal)
- Excellent organization and prioritization to ensure the quality and timeliness of deliverables
	yes apprentice: Off
	No Apprentice: Off
	Check Box7: Off
	Yes Work Experience: Off
	yes teacher contact: Off
	No Teacher Contact: Off
	yes Central Placement: Off
	No Central Placements: Off


