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Office Coordinator 
Kelowna, BC 
 
Status: Temporary Full-time (6 months contract) 
Remuneration: $16-18 (Based on Experience), Vacation Pay, Overtime 
  
SW Event Technology specialized in full-service Audio Visual presentation technology and rental 
systems. We cater to events ranging from live concerts, corporate events and gala's , to small scale 
meetings and equipment rentals. With a leading edge inventory and an award winning track records, 
we look to continually and aggressively grow ourselves within the BC marketplace. 
The Office Coordinator will assist in organization and planning in various tasks to ensure workflow 
and efficiency in the office is maintained. 
 

Job Responsibilities: 
•Managing day-to-day office administration 
•Assist in maintaining and organizing files and databases 
•Assist in drafting weekly labour & trucking schedule in online scheduling software 
•Respond to telephone, in person or electronic enquiries and forward to the appropriate person 
•Provide superior customer service to clients on the phone, via electronic correspondence and in 
person 
•Assemble the paperwork package for each event as instructed by the project manager. 
•Ensure that the front office is kept clean, orderly and presentable to clients 
•Create purchase orders 
•Update online company event calendar weekly 
•Coordinate services for events, such as accommodation and transportation for staff 
 

Qualifications: 
•High School Education 
•1-3 years in an administrative/front office capacity 
•Knowledge of office environment/administration 
•Proficiency in the use of computers for: 
•Windows 7/8/10 Operating System 
•Microsoft Office (Word, Excel, PowerPoint, Outlook) 
•Google Apps for Business (Google Docs, Drive, Gmail) 
•Must have strong communication, critical thinking, and analytical thinking 
•Customer service oriented 
•Strong organizational skills and attention to detail 
•Able to coordinate multiple tasks and projects 
•Excellent written, verbal and interpersonal skills 
  
To Apply 
Please forward your cover letter and resume to careers@sw-online.com. We thank all applicants for 
their interest; however, only shortlisted candidates will be contacted.  
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Vancouver   -   Victoria   -   Nanaimo   -   Kelowna   -   Kamloops   -   Vernon   -   Penticton 
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