Title: Project Coordinator
Location: Surrey, BC and surrounding areas
About Us
Foxridge Homes BC is an award-winning division of Qualico®, one of Western Canada’s largest fully
integrated, privately owned real estate companies, with over 70 years of experience. Every year, more
than 3,000 families across Canada choose Qualico as their homebuilder.
At Foxridge Homes, our focus is on building quality single-family homes made possible by our talented
team of experienced professionals, most of whom have been with the company for many years. This,
coupled with our highly skilled long-term trade partners who are all dedicated to offering thoughtfully
designed plans, quality materials, and solid value contribute to building a great new single-family home
with more style, more choice and more value.
As Metro Vancouver's largest and most trusted single-family homebuilder, our communities can be
found across the Lower Mainland including Coquitlam, Langley, and South Surrey. To learn more, click
here.
At Foxridge Homes, our people make the difference. We offer an exciting place to build your career with
competitive compensation and benefit packages, company matching RRSP/DPSP program and employee
home purchase program.
Job Overview
Reporting to the Project Manager, as the Project Coordinator you will provide administrative assistance
throughout the construction process, and ensure the efficient flow of documentation and information
between systems and departments.
This is a full time, permanent growth opportunity with potential to move into a Senior PC or PM role.
Your day-to-day responsibilities will include:
•
•
•
•
•
•

Preparing permits, construction documentation, budgets, and technical plans to ensure
compliance with project requirements and specifications.
Managing Request for Quote (RFQ), Request for Information (RFI) and Submittals. Determining
project and trade scopes, and preparing Pre-Construction schedules.
Liaising with related parties including external vendors, to provide information and project
timeline updates when necessary.
Monitoring day-to-day operations to ensure projects are carried out accordingly to standard
processes and procedures.
Developing and maintaining positive relationships with municipal staff and trades.
Preparing documents and tendering contracts to trades, suppliers and consulting or engineering
companies.

As our ideal candidate, you are…
• Organized; you effectively manage your time while balancing multiple priorities.
• A strong communicator; you clearly express your thoughts in conversation and in written
communication.
• An active listener; you seek to understand and listen to others in a non-judgmental way.
• Detailed oriented; you focus on detailed accuracy when dealing with a high volume of work.
• A team player; you contribute as a team member and share equally in the exchange of ideas,
concepts and process outcomes.

Essential Requirements
•
•
•
•
•

1+ year of construction or project coordination related experience.
Valid driver’s licence and access to a reliable vehicle.
Proof of COVID-19 vaccination.
Satisfactory verification of criminal record check.
Proficient in Microsoft Office programs (Outlook, Word, Excel, and PowerPoint).

Preferred Requirements
•
•
•

Previous experience in wood frame construction is an asset.
Degree/Diploma in Construction Management, Project Management, or equivalent is an asset.
Experience in single-family construction is preferred, and experience with multi-family
construction is considered an asset.
What We Value
•
•
•
•
•

Creating trusting and successful working relationships.
Setting clear, measurable and achievable goals.
Cooperating with team members in an open, positive and respectful manner.
Taking responsibility for the outcomes of decisions and actions.
Staying current with technical job skills.

Working Conditions
You primarily work in an office setting during regular business hours, with some travel to sites required.
Overtime may occasionally be required.
Qualico is committed to the health, safety and wellness of its employees and the community. By
continuing our commitment to maintaining a safe and healthy workplace, Qualico has implemented a
COVID-19 Vaccination Policy that requires all employees in Canada to be fully vaccinated. Proof of
vaccination, in the form of a provincially recognized document, must be submitted as a condition of
employment. Our policy allows for accommodation in cases of valid medical or religious exemptions.
Information related to proof of vaccination or exemption will be kept confidential.
Qualico welcomes applications from people with disabilities. Accommodations are available upon
request during the assessment and selection process.
Candidates being considered will be contacted. We thank you for your interest. Join our Talent
Community to stay up to date on job opportunities and to find out why we have the best reason to
come to work every day.
Closing Date: July 29, 2022
Apply Here

