
THE REFINERY
LEADERSHIP PARTNERS INC

VANCOUVER - CALGARY - TORONTO - AUSTIN - MEXICO CITY
www.refineryleadership.com

SEEKS A FULL-TIME PROJECT COORDINATOR 
TO COORDINATE OUR EFFORTS WITH MEXICAN CLIENTELE

Project Coordinators will typically be individuals with demonstrated background and competency in 
administrative activities involving multiple stakeholders.  The primary role of a Project Coordinator 
in the firm is to ensure successful delivery of consulting activities by supporting the coordination 
and communication between The Refinery and The Refinery clients. Our company provides a form 
of management consulting and therefore the sort of clients who would be coming to these events 
require someone with more business experience and a higher degree of sophistication than would 
be the case for a social event planner. 

The role of the Project Coordinator is to plan, execute, and finalize projects according to deadlines 
and within budget and may have other event planners reporting to the Project Co-ordinator. 
The budgeting includes acquiring resources and coordinating the efforts of team members and 
third-party contractors or consultants in order to deliver projects according to plan. The Project 
Coordinator will also define the project’s objectives with the team and oversee quality control 
throughout its life cycle.

The Project Coordinator will liaise with project stakeholders on an ongoing basis, conduct project 
debriefs and create a recommendations report in order to identify successful and unsuccessful 
project elements, and develop best practices and tools for project execution and management. 
The Project Coordinator will assist in site selection and attend to related details, confirm and 
co-ordinate participants, facilitators and external logistics and lead and supervise the Project 
Assistant.

The Project Coordinator will direct and manage project development from beginning to end and 
manage and plan multi-year complex projects.  This includes acquiring resources and coordinating 
the efforts of team members and consultants in order to deliver. The responsibilities of this role 
include issuing and debriefing quarterly and yearly expense reports to Mexicans Clients, allocating 
the workshop’s budget and negotiating this with the client. 

Requirements: 
 • Undergraduate degree in business or related field (accounting, economics, IS/IT, 
  psychology) is preferred. 
 • Experience in budgeting/accounting.
 • Willing and able to jump into any work that will help ensure successful and error-free 
  project delivery. 
 • Compensation: Employment will include all necessary materials to work effectively as   
  well as some health benefits, vacation time and the opportunity to receive a bonus. 
 • Salary Range: $32,000-$38,000
 • Ability to supervise staff and coordinate the efforts of team members and consultants. 

Our Project Coordinator MUST be fluent in both reading, writing and speaking Spanish, have 
knowledge of Mexican business practices, a minimum of 3 years experience in budgeting and 
accounting as well as strong communication skills.

 

If you are interested in applying 
for the position, or have any 
questions, please contact:

Marina Zimmerman
HR Consultant
The Refinery Leadership Partners Inc.

marina@refineryleadership.com
604 899 4192  ext 2311


