
Career guidance

Attractive
compensation

Learning &
development
opportunities 

Collaborative &
inclusive culture

Health & wellness
programs

All the benefits
you're looking for
in your career.

Editorial &
Project Assistant 

Become
our next

What you'll do

Position location:
Kingston, ON 

Who we are
The Loomex Group is a fully Canadian company that operates
out of three main divisions: aviation and aerospace, infrastructure
and asset management, and education and compliance.

We provide clients with a diverse range of products and services,  
including landscaping and excavating, airport management, fire
and life safety reviews, and full-scale emergency simulation
training. 

The editorial and project assistant will be a creative and curious
thinker with a knack for catching and correcting the most trivial of
errors (along with the most glaring). As a part of our quality
assurance team, the editorial and project assistant will review
content from across The Loomex Group's three divisions and:

Proofread and format a variety of company content, including
marketing materials, internal documents, digital
communications and correspondence
Proofread and edit content for correct spelling, grammar,
punctuation, syntax, usage and consistency
Edit content to replace confusing phrases with simplified
wordings that retain the intended meaning
Format document text and images (e.g., adding figure captions
and ensuring page numbering is correct) 
Ensure the company's brand voice is consistent in all content
and materials and that documents comply with
copyright/trademark standards and client/company style
guidelines
Verify the accuracy of all referenced facts and figures, ensuring
proper citations are made and sources are credited

Flexible work
schedule



The Loomex Group provides equal employment opportunities to all employees and applicants for
employment and prohibits discrimination and harassment of any type without regard to race, colour,
religion, age, sex, national origin, disability status, genetics, sexual orientation, gender identity or
expression, or any other characteristic protected by federal, provincial, or local laws. 

Attend team meetings and provide constructive criticism,
suggesting possible process improvements, where applicable
Follow up with content writers about project status and timelines
Monitor and update project management calendars and
systems 
Attend other meetings, as required, in a project management
administrator capacity
Meet with internal and external stakeholders, as required
Set up RFP templates and other report templates for the
company's content writers, as required
Ensure all documents meet the Accessibility for Ontarians with
Disabilities Act (AODA) standards (training provided)
Perform other editorial and project assistance tasks, as required

What you'll bring to the table
A bachelor’s degree, preferably in English literature, journalism,
communications or a related field
Well-developed writing, editing and proofreading skills
Computer proficiency and experience working extensively with
digital content and word-processing software
The ability to quickly read and edit documents to meet tight 
 deadlines without sacrificing quality
The ability to multi-task, manage and prioritize multiple projects
at once, realizing that priorities may change from day-to-day
A commitment to producing high-quality final products
A great vocabulary and top-notch grammar skills
Knowledge of different citation methods (e.g., APA, CMS, MLA)
The ability to understand technical language
The ability to work independently as well as a part of a
collaborative team
The initiative to follow up on outstanding projects and adhere to
project deadlines

A minimum of at least two to five (2-5) years of similar work
experience is required
Bilingualism in English and French is considered an asset

   Other qualifications:

A 40-hour work week is required; however, you will work with your supervisor to create a weekly schedule.
Some evenings and weekends may be required to fulfill client deadlines.

Working conditions

Interested in adding
your talents to our
team? 

Please email your
resume and cover letter
to swebster@loomex.ca

The application
deadline is April 4, 2022

We thank all those who apply.
Please note that only those
applicants who get selected for
an interview will be contacted.


