
  

 
 

PROJECT COORDINATOR 
POSITION DESCRIPTION 

 

 
Position Title: Project Coordinator Category:   
Department: 
 

Projects Team Start Date: April 16, 2018 (or May 1, 2018) 

Closing Date: April 3, 2018 

Apply to: careers@calgarymlc.ca 

 
Corporate Overview: 
Calgary Municipal Land Corporation (CMLC) was created in 2007 as a wholly owned subsidiary of the 
City of Calgary tasked with the revitalization of the Rivers District, specifically as the master developer of 
East Village. Since then CMLC has invested over $357 million into the delivery of the East Village master 
plan, which envisions a mixed-use, high-density urban community that will be home to 11,500 residents.  
 
CMLC is sowing the seeds that will grow East Village to its full potential – as a place of energy, optimism, 
creativity and connection. To date, CMLC has laid the foundation, literally, for East Village’s future and 
attracted nearly $3 billion in planned, private investment. New public spaces, roads, sidewalks, parks 
and community gardens have been completed and more than 2000 residents have moved into the 
community over the past few years. CMLC has stewarded the delivery of the $245 million New Central 
Library, which will open this year and has begun to apply the same placemaking principles in east 
Victoria Park through the development of a master plan for the balance of the Rivers District.  
 
 
Background and General Scope of Position: 
The Project Coordinator will be involved in the delivery of critical infrastructure projects that are 
reshaping the east end of Calgary and the successful candidate will be an important part of this change.  
CMLC’s Project Team is a nimble group of highly motivated individuals who is looking for their newest 
team member to help deliver amazing projects for Calgary.  
 
The Project Coordinator (PC) provides support to CMLC’s Projects Team and the VP of Projects and is an 
important contributor to the CMLC Projects Team.  This individual may be assigned to support a Project 
Manager on a single large-scale project, or may be assigned to support several PM’s delivering smaller 
scale work.  The PC’s involvement ensures accuracy in all project documentation and that CMLC’s 
project management processes are working efficiently.   
 
 
 
 
 



  
 
 
Responsibilities: 
GENERAL PROFILE AND RESPONSBILITIES  

 
• Reporting to the Senior Project Manager and Project Managers, and ultimately responsible to 

the Vice President, Projects, the Project Coordinator is a key position in the delivery of projects 
for CMLC.  

• Supporting project management activities such as preparing project plans and monitoring 
performance against those plans, creating and maintaining cost tracking logs, scheduling 
meetings for projects, consultant and contractor procurement processes, preparation of draft 
contracts and administration of contracts.   

• Working with CMLC’s Finance Team to request and issue Purchase Orders and managing the 
invoice review and approval process on behalf of the Projects Team. 

• Providing project based administrative support as required. 
• Reviewing project agreements and monitoring the completion of CMLC’s contractual 

obligations. 
• Participating in project meetings including preparing agendas and minutes, and following up 

with meeting participants to ensure action items are completed on schedule. 
• Preparation of draft project status reports with the support of the PM. 
• Management of the electronic filing system for selected projects. 
• Providing support in the development of Projects Team templates and standards for project 

management practices.   
• Certified Associate in Project Management is considered an asset, but not a requirement. 
• Other such duties as required by the role. 

 
Qualifications:   

 
• Diploma or degree from a post-secondary institution 
• 2-5 years’ experience in the construction, real estate, development, architecture or engineering 

sectors. 
• Capable of working under pressure and independently as well as handling a diverse of 

responsibilities; must be able to also work as a team member; must be able to interact with all 
levels of management and staff. 

• Comfortable attending meetings and preparing minutes. 
• Proficient with Microsoft Excel, Word, PowerPoint and Project. 
• Familiar with standard forms of professional contracts such as RAIC 6 and CCDC documents. 
• Excellent written and oral communication skills.  
• Strong organizational skills and demonstrated ability to prioritize tasks and meet deadlines. 
• Highly cooperative, demonstrating a willingness to assist others and take on new responsibilities. 
• Self-motivated with proactive approach to completing detailed tasks. 
• Appreciation of urban design and alignment with CMLC’s vision. 
• Graphic capabilities and understanding of various graphic software would be an asset. 

 
 
We thank all applicants for their interest. Only candidates being granted an interview will be 
contacted. 


