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About EMB

EMB Management Ltd. provides engineering, project management and quality assurance services to
energy, utilities, and infrastructure clients in Western Canada. We’re client focused and believe that our
success is due to the unique experience, skills, and commitment of our team.

Project Overview

The Advanced Metering Infrastructure (AMI) Gas Project is a FortisBC Energy Inc. (FortisBC) initiative to modernize their gas infrastructure system by replacing existing gas meters throughout British Columbia with new advanced meters.

EMB Management Ltd. & Khowutzun Development Corporation (KDC) have partnered to provide professional services to FortisBC for AMI deployment on Vancouver Island, equating to the replacement of over 100,000 gas meters.
	
Role Description

This is a unique opportunity for your to be an integral member of the project team responsible for delivering the AMI project. The Project Coordinator is responsible for directing, organizing, and controlling project related activities, under the direction of a Project Manager (PM). The AMI Project Coordinator will also assist with other project management related tasks, determined on an as-required basis.

The term will provide opportunities to gain utility infrastructure knowledge and for engagement with project managers, superintendents, various subcontractors completing the meter exchange work, and the client.

Responsibilities

· Prepare weekly and monthly reports, such as deployment progress updates, field technician training statuses, OHS statistics, and inventory forecasts, for clients and internal teams.
· Assist the Project Manager with planning meter exchange execution routes, adjusting for operational requirements and current production.
· Attend meetings with team members and clients to review project status, assist with preparing the meeting agenda and maintaining meeting minutes.
· Prepare invoices to clients and track standby, force account and other billing items.
· Assist in the collection of project metrics (meter exchanges, relight statuses, near misses, good catches etc.).
· Refining and updating progress dashboards.
· Assist in the review of mechanical subcontractor invoices.
· Collaborate with the project team to create operational processes, spreadsheets, and tools.
· Assist with tracking the project costs and project schedule.
· Assess and maintain audit reports to ensure compliance with client’s requirements.
· Assist with staff resourcing, onboarding and training preparation.
· Organizing, filing, and maintaining documents.
· Liaise with internal teams and assist with day-to-day coordination and execution of project related activities.
· Occasional project site visits
· Other responsibilities, as assigned

Requirements

· Experience in project coordination and/or construction management  
· Valid BC driver’s license (or other provincial equivalent)
· Ability to work in Canada for the duration of the term, either under Canadian citizenship, permanent residency, or a work permit.
· Good organizational skills, able to handle multi-tasking on multiple projects and manage own time
· Ability to work in a team environment
· Competent communication skills
· Experience or knowledge with Microsoft Office (Word, Excel, PowerPoint, etc.)
· Willingness to be flexible and adaptable to changing priorities
· Openness to learning new skills
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