Company Name: HC Piper Manufacturing

Company Website: www.hcpiper.com
Position: Project Administrator

Location: Calgary, AB

Job Description: The Project Administrator will apply administrative techniques and procedures to assist the Project Manager with all administrative aspects of projects. Will interact directly with the Project Manager and other core groups, and may interact with clients, sub contractors, and accounting staff as needed. Assist Project Manager with project setups, billing, collections, report distribution and review. Must be flexible and able to deal with a variety of requests and adapt to changing workload priorities.

Minimum Requirements: Ideally will have 2 years experience in an administrative role in similar environment providing project support for mid to large size projects. The ability to work in a team environment with the Project Manager and a diverse group of engineers and drafters.  Attention to detail, organized and excellent Microsoft Office knowledge are essential for this role, particularly Excel.  MS Project knowledge an asset.  Excellent interpersonal skills are absolutely essential to respond to queries and dealing with your key clients.  Must be reliable.
How to Apply:  Send resume with cover letter to rshaw@hcpiper.com
