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PROJECT COORDINATOR
The Project Coordinator plays an integral role in the execution of project work and in the foundation on
which our project process is built. They connect the full project team and ensure projects milestones are
met.
The successful candidate is a proactive communicator that can easily balance multiple projects with
competing deadlines by applying their exceptional organizational skills, the effective use of systems and
processes that are at their disposal, and their technical fluency (e.g., MS office suite, Adobe, and InDesign).
An innate attention to detail means their eye twitches at formatting inconsistencies and they can’t help but
point out typos and grammatical errors in everything they read.
Essential qualities of the successful individual also include sharing WATSON’s core values of passion for the
work, commitment to excellence, and a team player who will roll up their sleeves and help out whenever
and wherever is necessary.

KEY FUNCTIONS AND RESPONSIBILITIES
• Manage multiple project timelines and milestones using project management tools and processes
• Arrange internal project meetings, including project kickoff, regular check-ins, and debrief
meetings
• Keep team on track for timelines, bringing any project delivery timeline variances to the attention
of the team
• Implement project budgets and proactively monitor project progress relative to budget; identify
and alert the team to any fee variances
• Analyze efficiencies and learnings at the end of each project and provide recommendations
• Liaise with clients on general project questions
• Assist or lead on project needs including but not limited to surveys (drafting, launching, response
analysis); basic fact-finding research; drafting/contributing to proposals, RFP responses, templates,
reports, interview guides, client reference letters, and presentations
• Build strong client relationships by providing responsive and thoughtful client service
• Assist with business development activities as required
• Maintain records: folders, invoicing, CRM etc.
• Support internal initiatives as needed

QUALIFICATIONS, SKILLS AND EXPERIENCE
•
•
•

Post-secondary education with a minimum two years of relevant experience, preferably in a fastpaced professional services firm or similar type of environment
Experience influencing a broad project team to deliver high quality project outcomes on time and
on budget
Advanced skills in MS Office Suite and Adobe; project management and/or creative software a
strong asset
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•

•
•
•

Familiarity and working knowledge of software platforms including but not limited to CRM or
ERP-type platforms, survey tools (e.g., Survey Monkey, Qualtrics), newsletter distribution (e.g.,
MailChimp, Active Campaign)
Strong proofreading and editing skills
Exceptional written and verbal communication skills
Strong attention to detail; gets it right the first time

QUALITIES
•
•
•
•
•
•

Ability to work effectively and collaboratively in a demanding and dynamic environment
Creativity: able to recommend new and improved ways to present information
Ability to appropriately prioritize to balance competing deadlines
Adapts to changing situations and works well under pressure
Curious, with a natural inclination to learning
A driving and strong get-it-done attitude

WATSON encourages applications from Indigenous peoples, racialized persons/persons of colour, persons
with disabilities, LGBTQ2S persons, and others who may contribute to fostering innovative ideas and
solutions.
Please submit your resume to https://apply.workable.com/j/8B07DA1499

ABOUT WATSON ADVISORS INC.
WATSON is Canada’s largest multidisciplinary governance and leadership firm. Our goal is to enhance the
capability of organizations that contribute positively to society in Canada and beyond. Our work is designed
specifically for each client to elevate their performance and maximize their impact and contribution.
Headquartered in Vancouver, with an office in Toronto, WATSON has helped hundreds of organizations
establish or improve their approach to governance in six distinct ways:
1. Structures and Practices: We ensure governance structures and practices serve the organization
and facilitate effective board and committee performance, and dynamics.
2. Board and Director Effectiveness: We help directors evaluate and improve their group and
individual performance.
3. Talent: We recruit highly qualified directors and executives who support the board, with the right
fit.
4. CEO Lifecycle: We guide boards in their role of managing the CEO through all stages of their
employment including CEO evaluation and succession planning.
5. Oversight of People, Performance and Culture: We support boards to oversee organizational
performance, leadership, people, culture, and dynamics.
6. Education: We provide governance education and peer learning for directors and those who
support the board.

