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Temporary Office Receptionist / Assistant 
 
IRED Thermal Group specializes in fired equipment inspection and engineering, and also API visual inspection in the oil 
& gas, chemical, and manufacturing industries. We offer periodic on-stream monitoring programs, turnaround and 
maintenance support, and also combustion analysis of fired-equipment as well.  IRED is also working towards our IB 
(Inspection Body) accreditation with the Standards Council of Canada for inspection of Fired Appliance to 
compliance with the Gas Code CSA B149.3. 
 
We are currently seeking an Office Receptionist/Assistant to join our young and energetic growing company in 
Edmonton, Alberta. This position will be working full-time for a 3-month term, subject to renewal upon a positive 
performance review to become a permanent full-time position.  
 
Duties and Responsibilities 

 Answering phone calls, directing calls appropriately and taking messages when necessary 
 Receive incoming courier packages and prepare outgoing packages 
 Receive and distribute fax correspondence 
 Opening, stamping and sorting of mail 
 Greet all visitors and asking them to sign in at the sign in board, offering refreshments to visitors, and 

inform the appropriate staff of their arrival 
 Manage office stationary, refreshment supplies and inventory 
 Plan, organize, and arrange company functions such as team building, Christmas dinner, etc. 
 Assist with catering for meetings 
 Prepare invoices and charge client accounts 
 Ensuring office area is clean and presentable at all time 
 Periodic bank deposits 
 Prepare memos, advertisements, and record meeting minutes 
 Arranging and ordering company posters, brochures, promotional and marketing materials/gifts 
 Maintaining inventory of safety supplies and shop supplies 
 Responsible for data entry and preparing reports for submittal 
 Assist with tracking and following up with company receivables with clients 
 Maintaining and tracking employee safety training records 
 Other projects as required 

Skills and Requirements 

 Must have legal authorization to work in Canada 
 Must have valid driver license 
 Strong organizational skills, ability to prioritize and multi-task 
 Responsible and reliable with excellent attention to detail 
 Minimum 1 year of receptionist/office administration experience 
 Exceptional customer-service skills and effective communication both verbal and written 
 Ability to work with minimal supervision and is safety conscious 
 Experience with MS Word, MS Excel and Outlook, must be comfortable working with spreadsheets 
 Exposure to accounting is an asset, aptitude and passion for working with numbers a must 

Salary 

• $12.50 - $15.00 per hour for full time position depending on qualifications and experiences. 
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IRED Thermal Group offers stability, competitive wages, benefits, and potential career growth. This is a full-
time position of three months based out of our Edmonton office.  

To apply for this position, please email your cover letter and resume to careers@iredthermal.com with the 
subject line: Office Receptionist/Assistant – First & Last Name  
 
We thank you for your interest, however only qualified candidates will be contacted for an interview.  
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