
Dynamic Solutions International, LLC 

Administrative and Sales Assistant – Edmonds, WA 

Dynamic Solutions International (DSI) is an environmental engineering company focused on serving clients through 
Hydrodynamic and Water Resource services. Our expertise lies in the use of sophisticated computer models to advise 
and support our clients. We have also developed a software product, called EFDC_Explorer, which is used in 
hydrodynamic modeling. We use the tool to support our clients, and we also sell the software commercially throughout 
the world. We are looking for a team member that can support our back-end business functions and help manage the 
day-to-day operational tasks.  

Sales duties to include: Learning and using our customer relationship management tool (CRM) to assist resellers, 
responding to quote requests, managing data in CRM, answering customer questions, customer follow-up (mostly by 
email), lead prospecting, etc.  

Admin duties to include: Organizing and filing office papers, answering phones, running errands, managing the 
president’s calendar and reminding him of appointments, taking notes during meetings, booking travel, monitoring 
email inboxes, assisting in project proposals, etc.  

Ideal qualities:  

 Organized – this job needs someone who has a passion for organizing 
 Motivated – this job can be what you make of it, we have opportunity for more work and responsibility for 

someone who is motivated  
 Willingness to learn – this job will require someone who can flex and learn new software and skills  
 Flexibility – Small businesses require flexible employees who can pick up tasks as needed and can identify things 

that need to be done  
 Self-starter – Although this position will report to the Controller, we value someone who can identify tasks that 

need to be done and own them 
 Efficient – Can work through a project and stay on task 
 Courteous – the position will require communication with customers, potential customers, and clients. 

Therefore, customer service experience is a valued skill-set.  

Required skills:  

 Proficient in Microsoft Word, Excel, Outlook, Powerpoint 
 Excellent English reading and writing skills 
 Undergraduate degree or Associate’s degree  
 Ability to type proficiently  
 Ability to communicate effectively through email  

 Job logistics: 

  Part-time, with opportunity to work into full-time  
  Flexible hours (min 20 hours/week) 
  Reporting to: Controller 
  Wage negotiable based on experience 
  No health coverage while part-time.  
  Meals 1x/week with the team 
  Work on-site in beautiful Edmonds, with some ability for remote work if needed 
  Job may require some errands requiring the use of a car. Mileage is reimbursable.  
  Dog-friendly office space 
  Start date goal: May 15, 2017 


