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BLUE COLLAR GROUP






Blue Collar Group services the forestry, oil and gas, mining and resource sectors in Western Canada with our three divisions: Blue Collar Silviculture, Blue Collar Camps and the First Nations Youth Training Program. We are looking for a positive and energetic person with experience as an office coordinator to join our dynamic team.  Duties will include but are not limited to:
· Administration duties: Support all administration and daily office coordination needs of our three divisions, answering phones, manage supplies

· Support field operations – booking staff travel and accommodation, fleet tracking

· Provide assistance for human resources including employee data entry, paperwork processing, reference checks 

· Support the team as needed

· Accounting/Payroll support as directed

Requirements
· Excellent computer proficiency

· Minimum 2 years of experience as an office coordinator
· Strong verbal and written communication skills
· Experience with Microsoft Office and learning new programs 

· Excellent organizational skills

· Ability to work independently and manage time effectively

· Must be able to multitask

Approximately 30 hours per week
Job Location: Quesnel, BC 

Please email your resume to info@bluecollargroup.ca  

Only those candidates we are interested in interviewing will be contacted.
About Blue Collar Group: Blue Collar Silviculture Ltd. has been operating in British Columbia and Alberta since 1983.  While the company became rooted in the reforestation industry through treeplanting activities, it has since expanded this division to include a variety of silviculture based services.   In 2009, Blue Collar launched the First Nations Youth Training Program providing skills and training for Aboriginal youth to gain employment in the natural resource sectors.  Blue Collar continued to grow and expand the business to include a construction based business in the forestry, mining, and oil and gas sectors, Blue Collar Camps.  Amongst all of this development and change, Blue Collar remains firmly planted in its northern industrial communities where it maintains a corporate office and headquarters.  

Blue Collar Silviculture Ltd., 255 Lear Rd., Quesnel, BC V2J 5V5
Phone: 250 992 9709 Fax: 866 230 8907 Email: info@bluecollargroup.ca
www.bluecollargroup.ca
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