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Summary 
 

Experienced Projects Administrator with a strong background in office administration, project coordination, 
and document management, thriving in fast-paced work settings. Expert in Microsoft Office (Word, Excel, 
PowerPoint), with exceptional organizational and multitasking skills. Adept at generating detailed reports, 
overseeing logistics, maintaining project documentation, and liaising with clients and vendors. A flexible and 
collaborative professional with outstanding communication abilities, consistently driving operational efficiency 
and success. 
 
Skills 

 

 Project Coordination and reporting in large scale Projects  
 Invoicing & Financial Documentation  
 Data Entry and Record Management 
 Records & Document Control 
 MS Office (Word, Excel, Outlook, PowerPoint) 
 Filing Systems & Office Organization  
 Fast-Paced, Deadline-Oriented Execution  
 Project Costing and Fiscal Reporting 
 Contract and Blueprint Review 
 Logistics Coordination 
 Trello (familiar with cloud-based project tracking tools) 
 Strong Written and Verbal Communication 

Professional Experience 
 

Project Administrator | National Iranian Oil Company    2016-2024 
 Managed detailed project documentation, including BOD reports, operational files, and fiscal entries in 
more than 30 oil and gas EPC projects resulting in running projects efficiently and smoothly  
 Coordinated office activities in a high-pressure, fast-paced environment, ensuring effective 
communication and task prioritization. 
 Maintained digital and physical project files, ensuring compliance with internal and external guidelines. 
 Drafted internal and client-facing documents and reports with accuracy and attention to detail. 
 Supported project scheduling and logistics, ensuring timely communication with project stakeholders. 

Contracts Expert| National Iranian Oil Company    2008-2016 
 Drafted and followed up on MOUs and procurement contracts across departments. 
 Evaluated feasibility studies and compiled comprehensive management reports. 
 Maintained organized records of vendor data, invoices, and payment tracking. 
 Supported safety compliance documentation and administrative audits. 

Education 

 
Amir Kabir University of Technology| MS Industrial Engineering (Tehran, Iran)  2010 
Major: Industrial Engineering | Minor: System Analysis (Evaluated by WES as Canadian Master's Degree) 
Khaje Nasir Toosi University of Technology| BS Industrial Engineering (Tehran, Iran) 2007 
Major: Industrial Engineering | Minor: System Analysis (Evaluated by WES as Canadian Bachelor’s Degree) 

 



Certifications & Training 

 Excel for Everyone(Data Management), 
University of British Columbia  

 PMP Exam in progress  

 IELTS – Overall Band Score: 7.5 
 WES (Educational Credential Assessment) 

for Bachelor and Master’s Degrees 

Languages
 

 Persian – Fluent  
 English- Fluent (General IELTS 7.5) 
 French- Intermediate (Level B1) 

Full job d escription  
 Project s Ad ministrator  

Locat ion: Burnaby, BC  
Position T yp e: Full-Ti me (Monday to Friday, 8:00 AM – 4:30 PM)  
Department: Oper ations  

 About U s 

 Habitat Systems is a l eading provi der of commerci al-grade playground and par k equi pment acr oss Western Canada. We coll aborate wi th schools, municipalities , l andscape architects,  and community organizations to create i nspiring and incl usi ve outdoor spaces.  Recognized as Playground C ompany of 
the Year and an Employee R ecommended Wor kplace, we pri de oursel ves  on our commitment to excellence, communi ty i mpac t, and a supporti ve team culture. Habitat is  cel ebrati ng 30 years in busi ness in 2025. 

 We ar e currentl y seeki ng a Projects Administrator  to joi n our dynamic  Operati ons T eam at our Bur naby office. T his rol e is  ideal for  an organized, proacti ve,  and peopl e-ori ented i ndi vi dual who enj oys variety i n their wor k and i s passi onate about contri buting to meani ngful community projects. 

 Key Respon sib ilities 

 Project  Admin istration  & Coordin ation  

 Conduct detailed pr oject r eviews to ensure compliance with i nternal and vendor-specific  guidelines. 
 Create and manag e digital proj ect files:  Fiscal entri es,  Proj ect Costing sheets  
 Initi ate templ ate email communicati ons to cli ents and vendors,  incl udi ng tracking and foll ow-up. 
 Maintain Trell o cards  for pr ojec t tr acki ng and team communicati on. 
 Review and org anize physical  fol ders. 
 Shipping & Lo gistics 

 Coor dinate the shipping of suppl y-onl y orders (from small packages to pallet shipments), i ncludi ng communicati on with clients and site contacts .  
 Send ins tall ati on scheduli ng emails and confir m site r eadiness .  
 Send ins tall ati on summaries  and scheduling updates to i nternal teams. 
 Ad ministrative &  Accounting  Relat ed Duties 

 Match AP/AR r ecords and ensure monthl y accounti ng deadlines  ar e met. 
 Code and r ecord oper ational invoices i n Fiscal and Proj ect  Cos ting systems. 
 Monitor and update cr edit  card and lumber expenses. 
 Ensure pr ojec t cl ose- out s teps are compl ete (invoice numbers , install hours , etc.) .  
 Provi de accounting with coding and i nvoice approvals.  
 Health & Saf et y 

 Prepar e agendas,  reminders, and take mi nutes for monthl y safety meetings. 
 Devel op and distribute weekl y safety topics  for fiel d s taff.  
 Submit BC1 Call r equests  for ins tall ation proj ects and communicate updates to r elevant par ties.  
 W ho You Are 

 Exp erien ced: Post-secondar y education or rel evant experience i n Adminis trati on, Proj ect Coordi nation, or Logistics .  
 Tech- Savv y: Proficient i n Outlook,  Word, Excel; comfortabl e with data entr y and cloud-based systems li ke Tr ello or CRM platforms . 
 Detail-Orient ed: Strong attention to accuracy and quality acr oss documentation,  communication, and r ecords .  
 Multi-Tasker: Skilled at j uggling multi ple prioriti es and deadlines i n a fast- paced environment.  
 Communicator: Clear, professional , and fri endl y i n both written and verbal communication. 
 Team Player: Enj oys  coll aborating but can also wor k i ndependentl y; bri ngs a positi ve and proac ti ve attitude.  

 


