SENAKW + SQUAMISH NATION | Experience Program

COMPANY INFORMATION

Company Name: PEAK CONSTRUCTION GROUP

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

Website: PEAKGRP.COM

Company Contact: JEN ROBBINS

Industry/Service: CONSTRUCTION MANAGEMENT

130 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 of the Senakw project.




OPPORTUNITY INFORMATION

Opportunity Name:

PROJECT ADMINISTRATOR

Position Type: internship (paid)
Job Location: in office
Senakw Project Specific: []|yes

Vehicle Required: yes

permanent (paid)
on site
no

no

practicum (unpaid)

virtual / remote

Opportunity Length (initial period): = MANENT
Anticipated Start Date: TBD
40h/week

Hours of Work:

Opportunity Description:

Compensation Range (hourly):

TBD

coordination, and time-management skills.

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. A professional,
confident, and committed individual that can multi-task; with strengths in communication, interpersonal, organizational, meeting

Required Qualifications:

» Knowledge of general office administrative tasks.

* Proficiency with Microsoft Office (Word, Excel, and Outlook).
» Responsible and reliable.

* Positive attitude.

» Strong verbal and written communication skills.

« Strong organizational skills.

* Professional demeanor and presentation.
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Other Skills + Abilities (an asset, but not required):

Future Career Outcomes / Pathways:

* Project Coordinator.
* Project Manager.
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