Coordinator, Risk Assurance and Advisory Services – (IRC17345)
EPCOR’s wholly owned subsidiaries build, own and operate electrical transmission and distribution networks, water and wastewater treatment facilities, and infrastructure. 
 
EPCOR is a company with a clear idea of where we're going. We directly influence the quality of life of the residents and businesses in the communities and industries we serve. If you are looking for a career where you can make a difference in the community and contribute to award-winning success, we welcome you to apply. Grow with us as we turn challenges into opportunities. 
 
 
Brief Posting Description:
EPCOR’s Risk Assurance and Advisory department has an exciting and challenging career opportunity for the position of Coordinator, Risk Assurance and Advisory Services. 

Reporting to the Director, this role would be responsible for managing the day to day business operations of the Department. This would include work in the following key result areas: preparation of board and leadership council reports, research information and assisting multiple managers, on behalf of the Director, to coordinate information that promotes and supports the effective and efficient operation of the Risk, Assurance & Advisory unit.
Detailed Description:
Major accountabilities will include, but not be limited to:

1. Administrative support for the Director; assists RAAS personnel to resolve Microsoft office problems; maintains time reporting for the department; RAAS cost centre budget and variance reporting support; quarterly KPI reporting, issues all final reports and client surveys; provides administrative support at operational risk assessment sessions; maintains audit project tracking spreadsheet, makes recommendations for improvements to the workflow; assists the manager in investigating and resolving problems; reports accidents or safety concerns.

2. Establishes effective working relationships with internal business unit contacts and utilizes knowledge of RAAS business unit operational needs.
3. Maintains department policy and procedures manual, administrative manual and electronic data accesses such as P drives, Library access, etc. Manages ownership of the SharePoint and Intranet sites owned by the Department

4. Plans, designs and coordinates with facilities all aspects of staff moves, renovations and equipment upgrades.  Ensures all office equipment is in good working condition.

5. Issues purchase requisitions, coordinates contractor information, and processes invoices in Oracle Purchasing module.

6. Plans and executes internal and external functions, including but not limited to such items as arranging for catering, venues, computer equipment, etc.

7. Ensures that all new hire requirements are met such as workstations, phones, security access, etc.
8. Demonstrates a high performance, high discipline, safe, accountable, focused, innovative and achievement oriented, easy to do business with manner.
Job Requirements:
The successful candidate will have a high school diploma supplemented with a post secondary certificate or diploma in finance, accounting, or office administration. They will have a minimum of 5 years related work experience that demonstrates superior breadth and depth of knowledge in resolving problems and an awareness of interrelationships with other areas. This candidate must also have a proven ability in multi tasking, prioritizing and completing tasks to meet deliverable deadlines on a timely basis in a deadline driven environment.

Some behavioral skills required for this role would be the following: Analytical thinking, strong attention to detail, professional acumen, ability to adapt to change, strong communication including both verbal and written, planning, organizing, and takes initiative and displays resourcefulness. It is also critical that this candidate is comfortable and experienced working with highly sensitive confidential information. Technical Skills for this position will include proficiency working with MS Office suite of programs as well as familiarity with Oracle, and other computer applications. 
Additional Details

EPCOR employees enjoy a variety of benefits, including:

- Competitive salary

- Annual incentive pay program

- Paid vacation

- Flexible benefits plan

- Five paid personal days off each year
- Access to internal and external career development programs
- Financial support for personal development
- Pension Plan

- Financial support for employee wellness 
- Career opportunities in a wide variety of disciplines and operational areas
Posting: IRC17345
 
EPCOR only accepts resumes via on-line application at www.epcor.ca/careers.  If you choose to submit your resume by any other means, we cannot guarantee that your application will be considered. 


We thank you for taking the time to apply and expressing interest in EPCOR.  We wish that we could personally respond to everyone who applies, however it is our practice to contact only those individuals selected for interviews.
