
 
 

Become 
our next 
Administrative & 
Project Assistant 

 
 
 
 

 

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. 

What you'll do 
As the administrative and project assistant, you'll provide a 

friendly first impression while welcoming customers to The 

Loomex Group, acting as a point-of-contact for both in-office 

customers and over the phone. Your administrative expertise will 

help increase the efficiency of the overall office workflow. The 

administrative and project assistant will be responsible for: 

Greeting customers and answering phones in a professional 

and courteous manner, directing/taking messages, as 

appropriate 

Receiving, redirecting and sending mail, ensuring that a well- 

stocked supply of stamps is always kept on hand 

Ordering and maintaining an inventory of frequently used 

office supplies, corporate clothing and marketing materials 

Maintaining photocopier supplies and completing monthly 

usage reports 

Arranging pickups with the document shredding supplier 

requesting additional pickups, as needed 

Overseeing the corporate cell phones, including ordering new 

phones and re-purposing used phones 

Maintaining and updating the corporate property list 

Providing support to the executive team 

Position location: 

Peterborough,ON 
 

All the benefits 
you need for you 
and your family. 

Health & 
wellness benefits 

Collaborative & 
inclusive culture 

 
Learning & 
development 
opportunities 
 
Attractive 
compensation 

Career guidance 



Creating and modifying documents/presentations using 

Microsoft Office Word, Excel, and PowerPoint 

Assist in the creation and maintenance of management 

systems and processes 

Maintaining an up-to-date Microsoft Outlook calendar 

Preparing training course materials for advance delivery 

Assisting the executive team with projects (in the capacity of a 

administrative project manager) 

Coordinating travel arrangements, as needed 

Conducting request for proposal (RFP) triaging and forwarding 

relevant RFP calls to the appropriate company director 

Assisting with the marketing of company resources, social 

media initiatives and scheduling 

Maintaining and updating a binder of current office 

administrator procedures 

Maintain a tidy office and personal work space 

Other tasks required for the smooth and efficient running of the 

office, as required 

What you'll bring to the table 

Diploma in office administration or a related field, or 

demonstrated administrative support experience (with a minimum 

three years of experience) 

Excellent word processing, spreadsheet, database management, 

webpage posting, and electronic communication software 

computer skills 

Excellent written and verbal communication skills 

Excellent ability to organize, manage, and prioritize multiple tasks 

in a busy office environment 

Excellent teamwork skills 

High attention to detail 

A commitment to providing reliable and efficient customer and 

inter-office service 

A proactive approach to completing projects and meeting 

deadlines 

Other qualifications: 

Competency with Adobe software considered an asset 

Previous experience in a project management assistant role 

beneficial 

Ability to troubleshoot IT and software issues considered an 

asset 

Previous bookkeeping experience considered an asset 

Bilingualism in English and French is considered an asset 

 

 

Working conditions 

Must be able to work Monday to 

Friday 8:00 a.m. to 4:30 p.m. with 

an occasional need to work flexible 

hours for special events. 

 

 

 

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, color, 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. 

Interested in 
adding your talents 
to our team? 

Please email your 

resume and cover letter 

to swebster@loomex.ca 

 
The application 

deadline is May 17, 

2022 

 
We thank all those who apply. 

Please note that only those 

applicants who get selected for 

an interview will be contacted. 

mailto:swebster@loomex.ca

