
 
 
 

MagCanica, Inc. 

San Diego Office: Logistics and Administrative Specialist 
 

 
 Job Description 

 
 

OVERVIEW: 

 
MagCanica, Inc., a leading provider of non-invasive torque sensor systems for racecars and helicopters, is actively 

seeking new members to join our San Diego team as we expect continued growth during 2021 and beyond.  Since 
the Company’s inception, MagCanica has focused its efforts on the development and commercialization of its non-

contact torque sensor technology which is used to measure torque on high performance powertrains across the 

motorsport, aerospace, and energy sectors. MagCanica is the global market leader in motorsport torque sensing and 
powertrain performance monitoring across a variety of automotive racing series including Formula 1, IndyCar, 

Formula E, LeMans, NASCAR, and World Rally Car.  Additionally, MagCanica provides hardware, support services, 
and technology to the US Navy, US Army, and US Air Force as well as Sikorsky, Vericor Power Systems, and 

Honeywell Aerospace. Leveraging its leading position worldwide in motorsport torque measurement, MagCanica is 
poised to expand further in its existing markets as well as into new markets such as high performance sports cars 

and electric and autonomous vehicles. 

 

The MagCanica Logistics and Administrative Specialist is a full-time role that entails various duties spanning a range 

of tasks and responsibilities.  These range from providing administrative support and acting as an executive 
assistant, to coordinating international shipments, to coordinating inventory and supply chain logistics, to facility 

management.  The primary objective of the MagCanica Logistics and Administrative Specialist is to increase the time 

that the Logistics & Operations Manager and MagCanica’s executives have available to carry out their primary 
responsibilities.  He or she will handle a wide variety of matters involving the administrative, purchasing, 

shipping/receiving, and daily operations of the office, and will often be responsible for confidential and time-sensitive 
materials.  The Logistics and Administrative Specialist will report directly to the Logistics & Operations Manager of 

the Company. 
 

 
SKILLS and REQUIREMENTS: 
 

The successful candidate will possess a combination of high energy, a “can do” attitude, excellent organizational 

skills, the ability to multitask, strong computer skills, good judgment, a high level of attention to detail, and the 
ability to plan effectively and meet timelines and deadlines.  Relevant experience and an Associate’s degree or 

Bachelor’s degree are preferred but not required. Working knowledge of Microsoft Office (Word, Excel, Outlook, 
Powerpoint) is highly desirable as is some level of experience with inventory management systems and/or enterprise 

resource planning (ERP) systems used to administer orders, inventory, scheduling, etc.  In general, being a self-
starter, having a strong attention to detail, and displaying excellent organizational skills are keys for success in this 

position. 

 
COMPENSATION: 

 

MagCanica offers very competitive compensation and benefits, including a competitive base salary, a yearly bonus 
program, yearly profit sharing program, generous healthcare benefits, dental benefits, workers’ compensation 

insurance, disability insurance, 401(K) program with matching, two weeks of paid vacation, and ten paid company 
holidays per year. 

 
 

 



 

DESCRIPTION OF JOB FUNCTIONS and Examples of Associated Tasks: 
 

LOGISTICS AND PRODUCT PACKAGING (approx. 50% of time) 
 Background: MagCanica’s torque sensor systems are high-end, high value, relatively light weight products.  

Typical shipments weigh between 15-40 lbs. and are straight-forward to package, but it is very important 

that attention to detail, neatness, and making sure that everything is in its proper place are adhered to in 

order to ensure professionalism in package appearance as well as the safety and integrity of the product, 
which is a very sensitive instrument operated on potentially safety-critical components. 

 
Tasks: 

 Carefully package product shipments to European and domestic motorsport customers according to the 

specific handling requirements documented by MagCanica 

 Arranging military shipments to customers using specific guidelines required in military contracts 

 Ensure that any shipment leaving the MagCanica facility departs on time and in accordance with the high 

standards for packaging required for our (high value) product 

 Proactively recognize and implement specific client requirements and requests for shipping and 

packaging procedures 

 Process outgoing international shipments via FedEx, UPS, and DHL and completing the associated 

international (customs) paperwork 

 Check in incoming shipments at the MagCanica facility using the Company’s internal Enterprise Resource 

Planning software both from vendors and clients, ensuring inventory status is always kept current 

 Coordinate the pickup, drop off, or delivery of incoming and outgoing shipments with couriers 

 Assist MagCanica Engineers and Technicians with outgoing shipments to vendors and suppliers 

 Display flexibility with shipment scheduling on a day-to-day basis given that MagCanica operates in a 

dynamic industry wherein shipments can often change in quantities and scheduling, even at the last 
moment 

 
 

ADMINISTRATIVE AND DAILY EXECUTIVE SUPPORT (approx. 10% of time) 

 
 Answer phone calls from vendors and clients, and route or screen the calls as appropriate 

 Help organize the Company’s records and files 

 Help schedule/coordinate travel of Company executives (rental cars, hotel reservations, etc.) 

 Coordinate services provided from outside vendors like paper shredding and electronics recycling 

 Organize and arrange accommodations for potential recruits and for clients during visits to San Diego 

 

ACCOUNTING/FINANCIAL (approx. 10% of time) 
 

 Follow up with vendors or employees for missing receipts or other needed paperwork 

 Compile employee receipts monthly from individual company employee credit cards and prepare the 

receipts for reconciliation 

 Help prepare and review employee expense reports for charges incurred on business trips 

 

PURCHASING (approx. 15% of time) 

 
 Purchase technical equipment or components, as needed, interacting with vendors and following up as 

necessary 

 Gather information, obtain quotes and recommend a chosen vendor for the purchase of major items or 

performance of certain office work: e.g. office upgrades or repair work, or purchasing a new piece of 
office equipment 



 Purchase and periodically track the inventory of non-product-related items regularly used throughout the 

office including office supplies, cleaning supplies, bottled water, bathroom and kitchen supplies, etc. 

ensuring supplies are always available  
 Purchase shipping supplies and manage inventory of shipping supplies to ensure sufficient  stock of all 

required packaging materials at all times 

 
 

MARKETING AND HR (approx. 5% of time) 

 
 Assist in organizing company events to help build team spirit and maintain good morale including a 

monthly event such as a barbecue or a team lunch/dinner event or go-carting event, Christmas dinner, 

employee birthday celebration, etc.   

 Generate and promote ideas to maintain and improve employee morale and job satisfaction 

 Coordinate breakfast or lunch deliveries and orders for client or vendor visits to the facility 

 

FACILITY MANAGEMENT (approx. 10% of time) 
 

 Help make sure the look and feel of the office and lab is always professional, clean and organized 

 Interact with landlords or third party vendors for repairs or other general maintenance issues associated 

with the facility 

 Supervise and liaise with office cleaning contractor, carpet cleaning company, fire sprinkler and fire 

extinguisher maintenance companies, and other facility vendors 

 Coordinate installation of upgrades to the office, including managing and interacting with contractors 

 

 
CONTACT INFORMATION: 

 
 Please email your resume to  jweyland@magcanica.com 

mailto:recruiting@magcanica.com

