
   CORPORATE ADMINISTRATOR 
 

 
Edon Management has an exciting new opportunity for a Corporate Administrator based in Calgary. For 25 years, Edon 
Management has delivered quality facilities and asset management services throughout Alberta. We recognize the 
importance of every team member in our success and we are looking for you to join our innovative and knowledgeable team! 
If you are a team player, have strong time management and organizational skills, and have the ability to learn new skills 
quickly, then you may be the perfect candidate for this role!  For more information, please visit www.edonmgmt.com. 
 

Here’s what’s waiting for you… 
 

The Corporate Administrator will participate within a team environment and provide support to the corporate team, 
including business development, safety, communications, human resources, quality, and other internal departments such 
as project management as required. 

 

Compensation & Benefit Package includes: 
 

Full-time, weekday hours 
Competitive salary 

Family Dental & Health Benefits 
Employee RRSP Program 

Ongoing educational assistance 
Free Parking 

 

Here’s how you’ll make a difference… 
 

Major Responsibilities 
 Track and maintain Edon’s corporate programs, producing monthly reports and statistics 
 Provide project management administration such as tracking, reporting and invoicing 
 Assist with communications, marketing, and business development initiatives such as website administration, 

newsletters, social media, and proposals 
 Assist in creating/updating policies, procedures, work instructions and training resources 
 Assist with planning company events such as Managers conference, year-end parties and staff appreciation events 
 Provide backup support for reception 
 Provide administrative support to the corporate and senior management team while maintaining professionalism 

and confidentiality 
 

Experience & Qualifications 
 Experience in an administrative support role 
 Previous experience in the communications/marketing field is an asset 
 Post-secondary education from an accredited institution is an asset 
 Highly proficient in the use of computer programs (MS Word, Outlook, Excel, PowerPoint) 
 Excellent interpersonal and communication skills 
 Organized with the ability to multi-task in a fast paced environment 
 Attention to detail with an ability to enter information with a high degree of accuracy 
 Aptitude for spelling, grammar, and formatting 
 

A detailed job description may be requested by emailing southcareers@edonmgmt.com. 
 

Apply Today! 
 

Email your resume to 
southcareers@edonmgmt.com stating Job No. 
5C07122019 in the subject line. 

Drop off your resume to reception at:  
1441 Hastings Cres. SE 
Calgary, AB T2G 4C8 

 

All resumes will be considered, but only those candidates selected for an interview will be contacted.  Thank you for your 

interest in employment with Edon Management. 
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