[INTERNAL DOCUMENT - CONFIDENTIAL]

SENAKW + SQUAMISH NATION | Experience Program

COMPANY INFORMATION

Company Name: PEAK CONSTRUCTION

Office Address: #100-15315 31 AVENUE, SURREY, BC

Website: www.peakgrp.com

Company Contact: JEN ROBBINS

Industry/Service: CONSTRUCTION MANAGEMENT

150 BUSINESS CASUAL

Company Size (# staff): Office Dress Code:

Company Bio:

For over 30 years, Peak Construction Group has been providing quality construction management services. As we continue to
expand our work on exceptional and exciting projects throughout Canada and the USA, we are seeking driven and dynamic
individuals to join the Peak team.

Team/Culture Information:

More than just a great place to work, at Peak Construction Group we encourage and challenge our people to truly understand our
client’s goals, in order to enhance and shape all project decisions and to ultimately exceed the project objectives. Through productive
communication and collaboration, we strive to construct functional buildings with lasting impact.

Indigenous Experience (projects/staff):

Peak has had previous experience working with the Tsawwassen First Nation on Tsatsu Shores in Tsawwassen, Tsleil-Waututh
Nation (Burrard) on Windsong in North Vancouver, and Westbank First Nation on Harbour Ridge in West Kelowna. Peak is the
general contractor for Phase 1/2 of the Senakw project.




OPPORTUNITY INFORMATION

Opportunity Name: Project Administrator

Position Type: internship (paid) [] |permanent (paid) practicum (unpaid)
Job Location: in office [] |on site virtual / remote
Senakw Project Specific: []|yes no

Vehicle Required: yes no

Opportunity Length (initial period):

Anticipated Start Date:

M-F, 7:30-4:00 SALARY: $55-65,000/yeal

Hours of Work: Compensation Range (hourly):

Opportunity Description:

The Project Administrator is responsible for providing varied administrative, secretarial, and business management support to the
Project Team. They will also act as a receptionist for the project and represent Peak as the first point of contact for the office in a
friendly and professional manner, greeting internal and external clients with the best possible service in mind.

Work Schedule: This is a full-time position, required to be performed in the site office 7:30AM-4:00PM, Monday-Friday. There is no
option for remote work.

Required Qualifications:

Experience and Qualifications required:

» Minimum of 3 years experience in a professional, fast-paced office environment required

» Post-secondary education in office administration required.

» Demonstrated proficiency in the Microsoft Office Suite (Outlook, Excel, Word and Sharepoint).
* Responsible and reliable with a positive attitude.

« Strong verbal and written communication skills.

« Strong organizational skills, with the ability to prioritize effectively.
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Other Skills + Abilities (an asset, but not required):

Future Career Outcomes / Pathways:

Please visit our website at peakgrp.com for more information.
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Work Schedule: This is a full-time position, required to be performed in the site office 7:30AM-4:00PM, Monday-Friday. There is no option for remote work.

Key Responsibilities:
• Completes administrative tasks such as: answering phones, photocopying, filing, faxing, managing calendars, preparing expense reports, coordinating mail and couriers, and preparing and distributing correspondence.
• Greet visitors and determine whether they should be given access to specific individuals
• Orders materials, equipment, and office supplies as required. May coordinate computer requests, phone and office moves and other installations.
• Creates Purchase Orders (PO’s) for review by Project Team and then issues them to suppliers once approved.
• Coordinates, tracks, reviews and submits PO invoices
• Supports document control tracking such as uploading/downloading design drawings/specifications and updating the project drawing logs.
• Assists with the coordination of meetings including scheduling, booking resources, compiling required materials, and making catering arrangements.
• Records and produce accurate meeting minutes as requested.
• Maintains and updates various contact and distribution lists for the project.
• Coordinate special projects and departmental activities and events.
• Ensures the cleanliness of office common areas including kitchens, copy rooms, supply rooms, boardrooms.
• Maintains and updates logistics and office floor plans.
• Other related duties as assigned.
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