
CAPITAL PROJECT COORDINATOR 

COMMUNITY SERVICES 

Competition #26-62 

JOB POSTING – CITY OF MOOSE JAW 

 

POSITION SUMMARY: 

Are you passionate about project coordination and community development? As the Capital Projects 

Coordinator, you will help manage and deliver a diverse range of capital projects that enhance the 

spaces where residents live, play, and connect. Reporting to the Capital Projects Supervisor, you will 

support projects involving recreation facilities, parks, open spaces, cemeteries, land development 

initiatives, and other City-owned assets. 

Guided by the City’s core principles, you will contribute to every stage of the project lifecycle, ensuring 

projects are completed efficiently and meet safety, environmental, and quality standards while delivering 

value to the community. 

KEY RESPONSIBITIES:  

• Assists with all phases and processes of the department’s capital projects, including project scoping, 

timeline tracking, resource planning, site inspections and coordinating 

• Ensures effective communication between contractors, consultants, stakeholders, and relevant 

departments throughout the project 

• Reviews and creates tender documents, including drawings and written specifications. 

• Assists with administrative duties, such as processing invoices, creating purchase orders, progress 

reports, and scanning drawings 

• Assists with the procurement process for capital projects, including preparing requests for proposals, 

requests for quotations, tenders, vendor selection, and developing and contractual agreements 

• Ensures projects adhere to relevant legislation, building codes, environmental regulations and 

industry standards, staying informed about regulatory changes that may impact project execution 

• Assists with facilitating project closure activities 

• Produces and obtains budgetary estimates to assist in capital planning and monitoring project 

expenditures 
 

QUALIFICATIONS: 

• Diploma in Architectural Technologies or Engineering Design and Drafting Technologies with a 

minimum of one (1) year of experience in the construction industry in a similar role; OR five (5) years of 

experience related to the construction of architectural infrastructure 

• Minimum of one (1) year of AutoCAD experience 

• Surveying experience is not required, but it is considered an asset 

• Knowledge of budgeting, financial analysis, and procurement processes 

• Familiarity with Microsoft-based computer systems 

• Understanding of municipal, provincial, and federal legislation, regulations, and industry standards 

• Valid Class 5 Saskatchewan driver’s license 

• Ability to align project management tasks with City’s five core principles (Professionalism, Respect, 

Pride, One Team and Integrity) to build positive contractor relations, promote teamwork 

• Ability to perform inspections of capital construction projects 

• Proficiency in reading and interpreting contract specifications, drawings, and other construction 

documents  

 

WHAT WE OFFER AND HOW TO APPLY: 

Salary Range: $28.68 to $35.72 per hour and a Competitive, Comprehensive Benefits Package 

If you take pride in maintaining safe, functional, and welcoming facilities, we encourage 

you to apply. Please submit your resume outlining your credentials, experience, 

competition number, and references. 

Email Applications to: Postings@moosejaw.ca 

Application Deadline:  Open Until Filled 

The City of Moose Jaw is an equal opportunity employer. We thank all applicants for 

their interest, however, only those selected for an interview will be contacted 
 


