
The Balmoral Group                                                                Engineering    Economics    GIS  

Job Description 

Administrative/Executive assistant 
Our team of engineers and economists is looking for excellent support in administration.  You 
will have a proactive approach, solid problem-solving and decision-making abilities, and solid 
time management and multi-tasking skills.  

Key job responsibilities for this role include:  
You will have administrative duties including filtering and prioritizing client visits or phone calls, 
and communicating on behalf of the principals you support. Other responsibilities include: 

• Providing administrative assistance, such as writing and editing e-mails, drafting memos, 
and preparing communications  

• Maintaining comprehensive and accurate records  

• Performing minor accounting duties  

• Organizing meetings, including scheduling, sending reminders, and organizing catering 
when necessary 

• Answering phone calls in a polite and professional manner 

• Welcoming visitors and identifying the purpose of their visit before directing them to the 
appropriate department 

• Managing the principal’s calendar, including making appointments and prioritizing the 
most sensitive matters 

To be successful in this position you will ideally have:  

• Time management and ability to meet deadlines 

• Verbal and written communication skills 

• A proactive approach and self-motivation 

• Interpersonal skills; proficient in communicating via phone, email and in-person 

Work Environment 

We focus on bringing our expertise and institutional knowledge to clients in infrastructure, 

natural resources, and economic development. Because of our international presence, we have 

also been equipped to work remotely for over ten years without disruption to normal work flows. 

We offer a hybrid work environment, with a combination of traditional and remote work. 

Currently our teams are working 2 days in the office, then 8 remotely, each bi-weekly pay 

period.  Staff who prefer a full-time traditional schedule can work in-person each day, and some 

do.  

We offer a very competitive salary and benefit package, commensurate with experience and 
qualifications.  Interested? Please contact hr@balmoralgroup.us.  
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