Contracts Administrator

Location: Greater Moncton Area

Permanent Fulltime

A fulfilling career with a well established organization who has been a leader in their industry for over 50 years. Our client, one of Atlantic Canada's best employer's, is currently seeking a Contracts Administrator to join their expanding team.

In the role of Contracts Administrator, your main responsibilities will include:

- Managing the administration of commercial construction contracts
- Research historical data
- Prepare reports as needed

Here is what will set you up for success in this career role: 

- Strong attention to detail
- Post-secondary education and administrative experience 
- Excellent organizational and multitasking skills
- Self motivated, self-disciplined, time focused
- Proficient in MS Office
- Bilingualism is an asset

This is a salaried position with a comprehensive benefits program, and a contributory pension plan. This employer also satisfies those who are looking for a long term career commitment with on-going training.

If you are a driven employee seeking an excellent opportunity to work in an environment that challenges you and provides you the opportunity for continuous learning please submit your resume via e-mail directly to:

25869.drake@hiredesk.net or call Kristen Drapeau directly at (506) 862-1808
