
 
 

 
 

Development Administrative Assistant 

 

About Our Company 

Vesta Properties is an integrated real estate builder/developer with over 25 years of experience delivering more than 

40 award winning master-planned residential communities in the Greater Vancouver and Greater Calgary areas.  We 

have successfully conceived, designed, built and delivered over 4,000 homes, offering a diverse range of single-

family, multi-family, and mixed-use properties in these communities.  We focus on delivering superior value, through 

professionalism and integrity, and this has helped establish our company as a leader in our active markets. 

Our current land portfolio features more than 500 acres of urban and suburban land with potential build out of over 

3,000 residential units (including 3 master planned communities scheduled for launch in 2017) in addition to 

commercial/industrial opportunities. 

Position Description 

As we enter this exciting phase of our growth, we are seeking a professional Administrative Assistant to support our 

Development department in managing company projects through the planning, design and servicing stages.  

Reporting to the Senior Development Manager, you will be responsible for preparing and editing professional 

business documents, participate in and take minutes for meetings, oversee the department’s filing system for digital 

and hardcopies, correspond regularly with external contacts and consultants and ensure that Vesta continues to 

meet and exceed its corporate goals and objectives.   

The ideal candidate has: 

• Minimum 1-2 years’ experience in an administrative role 

• Successfully completed post-secondary education at a recognized technical institution 

• Excellent written and oral English skills 

• Proven ability to write and development professional business documents 

• Intermediate skills with MS Office programs (Outlook, Word, Excel, PowerPoint)  

• Self-motivated and able to work independently, as required 

• Strong multi-tasking, time management and organization skills are required 

• Ability to read planning, architectural and engineering drawings is considered an asset 

• Reliable transportation required to access various sites and locations 

• Candidates with real estate or urban development experience will be given priority 

 

Primary Responsibilities 

• Provide assistance to the Development team and senior Managers in all aspects of administration, 

correspondence, systems, processes, and workflow solutions 

• Research and initiate system and process improvements to facilitate ongoing improvements 

• Report on, document and take minutes at all meetings with Consultants, property owners and authorities 

having jurisdiction, as required 

• Schedule meetings with staff and consultants 

• Communicate and coordinate with external consultants, as required 

• Prepare presentation materials for council meetings and public information meetings 

• Prepare cover letters and edit project submissions to municipal staff; deliver submissions to the municipal 

offices, as required 

This is an excellent opportunity for an enthusiastic, professional individual to gain experience in real estate 

development and to be part of a dynamic, growth driven, award-winning leader in the industry.  This full-time, 

permanent position requires a dedicated, highly motivated and fully engaged individual based at our Langley office.   

Some travel to Greater Calgary area may be required.  We are offering a competitive compensation package plus an 

attractive benefits plan.  

To explore this exciting opportunity further, please indicate your salary expectations in your cover letter and email in 

one (1) document with your resume in Word or PDF format to: careers-development@vestaproperties.com. 

We thank all applicants for their time and interest; however, only those candidates under consideration will be 

contacted. No phone calls please. 
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