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Job Descriptions

External Description
 
Description - External
My Career. My Company. My Legacy. 
  
At PCL, you are more than just an employee. You could be part of a team that works hard, plays hard, and makes a
 difference in your community. PCL offers competitive compensation packages, and a chance to be an owner in our 100-
percent employee-owned company. We not only reward you financially, but give you challenging assignments and a
 supportive work environment which promotes personal and professional growth. 
  
Whether you are looking for a corporate or construction career, exciting opportunities are waiting for you. Our people have
 helped us stand out as a leading general contracting organization, which is why we are always looking for new talent-
individuals who can bring innovative solutions and thinking to every project. 
  
We are seeking an experienced Subcontractor Qualifications Coordinator for our BC Region District office located in
 Richmond, BC. 
  
Responsibilities: 
  
 
- Administer our risk insurance program called Subcontract Default Insurance (SDI) 
 
- Prepare and maintain the Subcontractor qualification process for SDI 
 
- Evaluate and approve alternative forms of security from subcontractors 
 
- Provide all word processing requirements including biweekly/ monthly reports, memos and letters 
 
- Coordinate SDI insurance claims and compile claim reports as required 
 
- Provide feedback to the project team when corrections on the subcontracts, major purchase orders or revisions are
 required 
 
- Actively revisit and make improvements to procedures to ensure SDI process is up-to-date 
 
- Meet with subcontractors as needed to review and obtain prequalification information, including financial statements 
 
- Meet with internal teams to understand prequalification requirements 
 
- Evaluate subcontractor capacity and assist in developing project-specific risk mitigation plans 
 
- Other administrative tasks as required 
 



Qualifications - External
Qualifications:  

- Diploma in Accounting, Finance, Business Administration or related field

- Intermediate to advanced computer skills, including MS Office and other PCL software as required

- Effective written and verbal communication skills

- Ability to develop effective working relationships with co-workers and subcontractors

- Self-management skills to plan, organize and prioritize tasks with conflicting deadlines

- Strong attention to detail

- Ability to maintain the integrity of confidential information

- Strong customer service skills, comfortable and capable of telephone outreach and communication with subcontractors

- Exceptional problem solving abilities and professional judgement

- Experience in the construction industry will be considered an asset

 Working Conditions: 

The PCL family of companies are consistently ranked among the best companies to work for, and we aspire to be the most  

respected builder, renowned for excellence, leadership, and unsurpassed value. 

Let us help you build your Legacy today. 






