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Job description – PROJECT COORDINATOR 
 

Katzie Development Limited Partnership is seeking a Natural Resources Project Coordinator to assist 
within the Archaeology department with the potential to assist other departments. Our ideal candi-
date is a detail-oriented self-starter with the ability to take initiative and work with minimal supervi-
sion. The candidate must be a team player with a flexible attitude and the ability to prioritize work-
load, multiple tasks and deadlines in a fast-paced environment. Integrity, professionalism, and excel-
lent communication skills are essential. 

Duties include, but are not limited to: 

• Entering project budgets into MS Projects 

• Monitoring budgets on multiple projects using Microsoft Projects 

• Development of a Project Management Office 

• Review and approve employee timecards 

• Coordinate the scheduling of field crews 

Respond to scheduling changes 

Applicants must meet the following criteria: 

• Skilled in the use of Microsoft Project 

• Proficient in the Microsoft Office suite of products, 

• Excellent writing and communications skills 

Demonstrate a strong understanding of practical project management skills 

Preference will be given to those candidates with the following skills/experience: 

• Project management experience and training 

• demonstrable knowledge of MS Projects 

• Experience with Adobe Creative Cloud 

• Desire to work closely with First Nations 

• Ability to work in a deadline driven environment 

A high level of resourcefulness, creativity, and ability to work cohesively in a team 

Applicants should be located in British Columbia and must be eligible to work legally within Canada. 
Salary commensurate with education, skills and experience. 

 

Expected start date: 2022-05-31 

Job Types: Full-time, Permanent 

COVID-19 considerations: 
To keep our employees safe hand sanitizer, plastic barriers, masks, and gloves are supplied. As part 
of our COVID-19 health and safety plan, COVID-19 PPE and social distancing are required in our offic-
es and on our worksites. 
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