
 
 

PROJECT ADMINISTRATOR 

 

 

 

WHO WE ARE 

 

At Boffo Family of Companies, we are a second-generation family-run company focused on building great 

neighborhoods together. From building design right through to property management, we care about 

creating places, not just spaces. We respect the neighborhoods in which we build for what they are. In 

doing so, we connect people and find ways for neighbors to become neighborly again.  

 

To make this possible, our Boffo Properties Team leads the creation of our developments. While our Boffo 

Building team is responsible to build each of these new communities, along with those of our partners.  

 

We believe that being great is determined less by the size of our company, and more by our commitment 

to quality work, treating people well and strengthening our neighborhoods.  We’ll be great by keeping small 

egos and having giant passion so we can do exceptional work alongside honest, devoted people. 

 

Above all, we commit to innovation, good design, and authenticity. Period.  

 

WHAT WE ARE LOOKING FOR 

 

We are looking for an experienced Project Administrator to join our Boffo Building team.  The Project 

Administrator will be responsible for facilitating the administration and workflow of day-to-day office 

activities for the construction team by providing administrative support to the team in all aspects of 

assigned functions. Working in a team environment, this professional is qualified and competent in 

construction, but ensures consistent implementation and adherence to the high standard of cultural values 

of Boffo Building. 

 

WHAT WE PROVIDE 

 

 The opportunity for continued growth with our dynamic Construction team.  

 A competitive compensation package including an employee bonus program, company paid benefits, 

tuition reimbursement and regular internal and external learning opportunities.  

 A fantastic culture, fun social events and the opportunity to work alongside talented, passionate, and 

basically just awesome people. 

 

WHAT DO YOU BRING 

 Post-Secondary Education (Diploma or Degree) in a construction related field is an asset, as well as two 

years of general office/ project administrative experience in construction or related industry.  

 You are Proficient with Microsoft Office (Word, Excel, PowerPoint, Outlook) applications. 

 Familiarity with tools such as Procore is considered an asset.  

 You bring energy and passion for good work and a commitment to the quality of your craft, service and 

relationships. 

 You pay attention to every detail, because you care. 

 You are a confident communicator with superior interpersonal skills. 

 You possess excellent time management skills and have the ability to prioritize multiple tasks in order 

to achieve deadlines. 

 You are flexible and adaptable. 

 And ultimately, you have the passion to make this better.  You genuinely enjoy working with people, 

embrace feedback and learning opportunities, and continually strive to find the best solutions possible. 

 

If this sounds like you, we can’t wait to hear from you. We will only be reviewing applicants via our job 

board directly at https://boffoproperties.bamboohr.com/jobs/ 

No phone calls please 

https://boffoproperties.bamboohr.com/jobs/

