
Office/Project Administrator
Nanaimo, BC

EDI is an employee owned company that has been in business for 24 years with offices across western and 
northern Canada.  We understand that our greatest asset is our people, a belief that has fostered a terrific team 
environment and very high employee reten on.  Visit our website at www.edynamics.com to learn more about 
us.

Our Nanaimo office has an immediate opening for the following full me posi on:

Office/Project Administrator

This full- me opportunity requires a strong team player with the ability to work independently.  The du es are 
varied and cover a wide range of services for each client.  To excel in this role, your are detail-oriented and put 
emphasis on accuracy.

Requirements:
 •  2-3 years progressively evolving experience in administra ve/data entry roles or similar educa on
 •  Outstanding organiza onal and me management skills
 •  Experience in accurately processing a high volume of entries
 •  Excellent oral and wri en communica on skills
 •  Ability to handle the demands of deadlines and shi ing priori es
 

If you thrive in a fast-paced environment that requires a high level of ini a ve, allowing you to handle mul ple 
deadlines in an effec ve and efficient manner. If you are an energe c, confident, and a team player who 
understands what first-rate client service means and knows how to deliver it. Then please submit a cover le er 
and resume clearly indica ng how you meet the requirements for this posi on. 
 

Please email your resumé by October 1st,2018 to employment@edynamics.com with NAN0918 in the subject line. 
Applicants will be considered as their resumes are received and may be requested for an interview prior to the closing 

date.  Only candidates requested for personal interviews will be contacted.

edynamics.com
Prince George         Vancouver          Nanaimo          Grande Prairie        Calgary         Saskatoon        Whitehorse


