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Administrative Assistant 
 
Nature of Position: Full Time 
Location:    Vancouver 
Start Date:  Immediately 
Compensation:  Based on Experience 
 
The Company 
Hungerford Properties is a fast-growing real estate investment, management and development company with 
millions of square feet of industrial, office, retail and residential properties in Western Canada. Our mission is to 
create value for investors, help business owners grow their companies, and build better neighbourhoods for all, 
through the astute investment, management and development of real estate.  We are an established and expanding 
team with an impressive track record and proud history. We bring sophisticated investment tools to the Western 
Canadian market and build award-winning developments. For more than three decades, we have followed a simple 
strategy: buy well and add value through proactively investing, developing and managing commercial and residential 
projects. Our company is driven by five Core Values: Ambition, Diligence, Creativity, Relationships and Community, 
and the people we hire should be completely aligned with these values. As underlined by our values, we set high 
expectations for ourselves and for our people; all staff are expected to know, understand and deliver on our 
standards. 
 
The Candidate and Responsibilities 
 
The Administrative Assistant position is based out of Vancouver.   
 
Applicants for this position will be self- motivated individuals with a high degree of initiative and will possess strong 
interpersonal skills, be attentive to detail, and able to build trusting relationships with staff and suppliers. The 
Administrative Assistant will work closely with the Office Administration & IT Manager, HR and the Partners. 
 
The Administrative Assistant will be active in the following primary responsibilities both in an individual and team 
setting:  
 
Office Administration 

 Reception duties including answering calls to the main line, greeting visitors and offering beverages to 
visitors 

 Mail sorting and distribution 
 Couriers, distributing items, ordering and tracking / troubleshooting 
 Maintains and orders office and kitchen supplies 
 Ensures required supplies are topped up at each printer station 
 Ensures that the boardrooms, office, kitchen and supply room are kept tidy 
 Catering for company meetings, including ordering, set up and clean up 
 IT support (troubleshooting minor IT and printer issues) and coordinate follow-up with IT consultant 
 Assistance with large mailouts 
 Assistance with planning company events 
 Deputy Fire Warden 
 Support to other departments as required 
 Other responsibilities as required 
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  Personal Assistance 
 Provide assistance with business travels and vacation arrangements for the Partners 
 Errands for the Partners 
 Organize lunch for the Partners 
 Assist with calendar management which may include responding to event invitations, reminders to Partners 

regarding timing of upcoming meetings, coordination of family schedules, appointments, etc. 
 Correspondence, scanning, faxing as required by the Partners or their spouses 
 Expense reports management 
 Support on special projects 
 Other responsibilities as required 

 
The Candidate will also be someone who is completely aligned with Hungerford Property Core Values.  

 
Qualifications\Requirements 
 

 Candidates will require post-secondary education.  
 At least 5 years of experience in a senior administrative role, preferably in a financial/ real estate 

environment. 

Skills/Attributes 
 Ability to manage confidential, personal and sensitive information 
 Ability to differentiate when to act independently or to partner as a team 
 Ability to multi-task and meet multiple and/or unexpected deadlines in a demanding environment 
 Aptitude to learn standard firm software and other relevant applications and technical/office equipment at 

an intermediate level 
 Excellent customer service skills and skills presentation 
 Self-motivated and possesses a high level of professionalism 
 Strong organizational, time management and project management skills 
 The ability to work independently as well as in a collaborative team environment 
 Advanced skills in MS Office (Word, Excel, PowerPoint and Outlook) 
 Excellent work ethic and attention to detail 
 Ability to display a high level of professionalism at all times and possess the ability to meet deadlines 

without compromising accuracy and completeness 

 
To Apply 
Please send your resume, in Word format, to info@hungerfordproperties.com, quoting “Administrative Assistant” in the 
subject line. We thank all applicants in advance but only those qualified may be contacted. 
 


