
 

 

Statement on the Co-operative Identity and Seven Principles 

Career Opportunity 
Title Construction and Maintenance Administrator 

Department/Division Construction and Maintenance/Information Technology  

Salary $ 2,780 - 3,294 monthly 

Location Home Office - 1645 Inkster Blvd, Winnipeg 

Other Permanent, full time, unionized 

  

Benefits of working at Arctic Co-ops include: 

 a competitive salary,  

 annual vacation (accrue 3 weeks of paid vacation time in first year),  

 employer-matched pension plan,  

 comprehensive group benefits plan,  

 career development opportunities,  

 annual performance plans,  

 and an environment where employees are encouraged, supported and 
recognized. 

 

Position Summary 

Reporting to the Manager, Construction & Maintenance, the position will provide primary 
administrative and order desk support for the Home Office, its subsidiaries, and Member-Owner Co-ops 
in accordance with the operational service strategies established to support the business needs and 
goals; while meeting or exceeding established departmental service levels with the ultimate goal of 
providing highly available; secure; cost effective; and innovative products, programs, and services.   
 
As a member of the IT Division and as a member of the broader organizational team, the position is 
instrumental in the delivery of continuous improvement efforts and a high degree of inter-company 
collaboration towards achieving and maintaining organizational customer service excellence. 

 

Duties and Responsibilities 

 Record details of maintenance support calls, and perform problem resolution follow-ups as per 
defined service levels; 

 Assist in the implementation and administration of the  preventative facilities and vehicle 
maintenance programs for Member-Owner Co-operatives, and co-ordinate maintenance schedules 
to maximize safety and efficient operation; 

 Coordinate travel and complete travel requisitions for contractors, and review and endorse expense 
reports submitted by contractors; 

http://www.arcticco-op.com/about_co-ops-statement.htm


 Provide support for Home Office repairs and maintenance as required; may be required to perform 
general maintenance work; 

 Support the preparation and updating of department documentation as needed;  

 Administer and process departmental purchase orders, invoices, etc.  with emphasis on 
completeness, accuracy, and timeliness; 

 Liaise with suppliers dealing with property and distribution; 

 Solicit quotes, and complete price checking for projects and programs; 

 Coordinate with the Supply & Logistics department for sealift resupply, airline charter, winter road 
and regular shipment needs; 

 Perform order and shipment tracking, with emphasis on frequent follow-up communications to 
stakeholders; 

 Assist with project and departmental budget management efforts; 

 Work closely with and assist other staff in the department / division to ensure daily, weekly and 
monthly deadlines are achieved; 

 Provide backup support for the warehouse operations by performing forklift duties when required; 

 Other duties as assigned.  
  

Qualifications 

 Previous experience providing Order Desk Customer Service (Service Writer ) 

 Proven commitment to providing exceptional customer service;  

 Good understanding of materials used in construction;  

 Familiar with the use of a CRM program/software would be an asset 

 Basic understanding of estimating, scheduling and project management;  

 Basic understanding of requirements needed in regular building maintenance of fire systems, 
refrigeration and security systems and the standards required to meet inspections carried out by fire 
and workplace safety inspectors;  

 Experience performing general building maintenance , plumping/electrical 

 Initiative to upgrade knowledge and skills;  

 Superior interpersonal skills – written and verbal;  

 Excellent attention to detail and a high level of accuracy;  

 Ability to work independently as well as a member of a team;  

 Proven organizational skills; 

 Good grasp of Excel spreadsheets, and other Microsoft products;  

 Understanding of northern logistics would be considered an asset.  

 Forklift certification would be considered an asset 
 

We'd love for you to join us! 

Applications accepted via email to Human Resources or by fax 204-632-8575 

For more information you can visit our website and follow us on LinkedIn 

 

mailto:humanresources@arctic.coop
http://www.arcticco-op.com/
https://www.linkedin.com/company/arctic-co-operatives-ltd-

