
Offix Edge Business Center Customer Service and Sales Person 
 

Offix Edge is a family-owned and -operated small business with a friendly work environment.  We 

provide top-notch professional services to a very diverse group of customers which includes 

international customers who need temporary workspace while visiting, Silicon Valley workers 

connecting with people from other areas, Marin-based professionals, as well as locals in the San 

Francisco Sunset District.  Our customers range from skilled professionals with advanced degrees 

meeting clients, to our hosting of company meetings, to start-up co-working arrangements, to 

local building contractors, to the general public on a walk-in basis.  We have a very serious 

commitment to customer service, an excellent rating on Yelp and we expect you to help us keep it 

that way.  You can check us out at www.offixedge.com. 
 

Job Description: 

 

Prepare parcels and mail for shipping, and incoming mail and parcels 
 

Offix Edge ships world-wide via FedEx, UPS, DHL International Shipping, SF Express (Chinese 

shipping company shipping to the Pacific Rim), and we are an Approved Postal Provider for the 

United State Post Office.  We are as close as one can get to being a government post office 

without actually being a government post office.  You will learn how to prepare and pack letters 

and parcels for shipping, how to prepare shipping paperwork, and how to sell the shipping to the 

customer.  You will also accept incoming mail and packages from the various carriers, sort it into 

mailboxes and package shelves, and electronically notify customers that mail and packages have 

arrived. 
 

Co-working space rentals 
 

You will take reservations for and rent co-working spaces:  open desks, private offices, and 

conference rooms.  We rent these working spaces by the hour, by the day, by the week, and by 

the month.  You will learn how to reserve the spaces on the master calendar, greet the renters 

when they check in, and show them the facilities.  You will learn how to operate the multi-media 

system and the audio and video conferencing in the conference room, so that you can help the 

customer if necessary.  You will greet our customers' clients when applicable, and guide them to 

the appropriate workspace for their meeting.  As part of this, you will be making coffee in our 

kitchenette and keeping the customer coffee and tea bar clean, neat, and organized.  We have a 

regular cleaning service, but you may be required to do some light dusting, quick cleaning, 

emptying trash baskets, etc., in between when required.  We have just expanded into a second 

floor suite of offices, so you will be going back and forth between the main floor and the second 

floor. 
 

Sales of office supplies 
 

Offix Edge sells office supplies.  You will be responsible for sales, re-stocking from inventory, and 

preparing inventory order sheets for the owner. 
 

Sales of office services 
 

Offix Edge does copying, printing, FAXing, binding of documents, document lamination, document 

shredding, and other office services for walk-in and online customers. 

 

Large format drawing printing and color images (not photos) 
 

Offix Edge prints large drawings in various sizes up to 42 by 48 inches for architects, engineers, 

and building contractors.  We also print large color posters.  You will learn how to print these 

drawings, organize and bind them and ship them. 

http://www.offixedge.com/


 
Your Characteristics and Our Expectations 
 

 Ability to perform in a professional manner in a public-facing customer service environment.  

Good people skills are a must. 

 Honesty and integrity are critical, particularly since you will be handling cash, credit cards 

and a Point of Sale system. 
 Patience with clueless customers is part of the job, including having the patience to 

pleasantly work past language barriers with customers for whom English is a second or 

third language. 

 Basic MS Windows and MS Office computer skills, nothing fancy required.  Graphics skills a 

plus (Adobe Photoshop, Illustrator, InDesign, etc.) 

 A presentable appearance and clean personal hygiene is required.  Some tattoos / 

piercings acceptable, but not to extremes (our judgement, not yours.) 
 A positive attitude and a willingness to learn. 

 Ability to lift packages up to 40 pounds. 

 Self-starter who will not require constant direction.  If you see that something needs 

attention, go do it and do not wait for the owner to direct you.  Eventually, after you have 

learned the job, you will be expected to offload the owner so that he can focus on back 

office tasks, business partnerships, and marketing strategy while you run the day-to-day 

operation. 

 

 

Part-time position, 20 hours per week (specific working times can be somewhat flexible.)  Pay 

depends upon experience.  No company-provided benefits. 
 

Please submit your resume to:  contact@offixedge.com 
If you have questions, you are welcome to telephone us at: 415 213-5449.  Ask for Tom. 

 

mailto:contact@offixedge.com

