
By applying for this position, you consent to the collection, use and necessary disclosure of the personal information provided during the application and selection process.  We would like to thank all those who apply; 
however only candidates selected for an interview will be contacted.

Ability to meet deadlines, be a self-starter, and be a quick learner.

This position will report to the Project Director and will be responsible for providing a wide range of services to the project management team to facilitate the execution of 
the Hangingstone Expansion Project.  The Project Support Services Manager will have overall responsibility for procurement of materials, equipment, contracting, 
contract administration, project planning, schedule, cost control, risk management processes and reporting.

Establish and maintain all Project Support Services department systems and administrative procedures.
Manage administration services: including secretarial and clerical.
Manage the project accounting requirements including attest of invoices and accounts payable. Coordinate internal financial audits of the project with the corporate 
finance group.

JOB DESCRIPTION: Manager Project Support Services

Responsibilities

Job Expectations

Application Deadline: Until a suitable candidate is selected.

Human Resources
Japan Canada Oil Sands Limited
2300, 639-5th Ave. SW
Calgary, Alberta T2P 0M9
Fax: (403) 668-5218
Email: careers@jacos.com

JACOS is a dynamic organization, as a result the above role and responsibilities may change as the requirements of JACOS’ business change.

Perform related duties daily when instructed by your direct supervisor.1.

Monitors and controls costs of all products and services under this position.5.
Performance of primary job responsibilities in an accurate, efficient, courteous and enthusiastic manner.4.

3. Active participation in job process improvements.
Perform duties with no direct supervision and within agreed schedules and budgets.2.

Support of the Project Management Team in planning and identifying issues that could limit progress or impact project budgets. 

Manage the Project IT needs - hardware and software.
Provide leadership to project planners, estimators, schedulers and cost engineers to plan, monitor, optimize resource utilization and control the execution of the project 
within the time and budget parameters.

Oversee execution planning and scheduling on projects to ensure schedules are in line with project objectives through the application of appropriate processes and 
procedures.
Develop systems and procedures for project control functions on the project, to facilitate the process of project monitoring and control.
Support project management team in initiating and preparing time and cost related trends from the project base line.
Analyze project requirements and lead the preparation of the Project Master Schedule.
Develop and maintain the approved project work breakdown structure and project control budget.
Monitor progress against schedules and expedite updating data required from the discipline groups.

Using initiative, knowledge and experience to recognize, highlight and address opportunities and threats as and when they emerge.

Prepare and maintain for management project progress and cost reports in line with the required reporting levels ensuring timely delivery to an appropriate level of 
detail.
Maintain change control systems, evaluate change notices, determine cost and schedule impact of all affected areas. Evaluate trends to provide an early warning of 
adverse performance.

Prepare cash flow forecasts tracking committed and incurred costs.

Manage the logistics associated with the procurement of equipment and materials to ensure materials and equipment arrive at construction site(s) as required.
Manage the procurement process for all materials and equipment to be acquired by the project.

Lead the bidding, negotiation and ongoing administration of contracts, subcontracts, agency and consultant agreements, Consult with Engineering and Quality 
Assurance group to ensure quality requirements are included in all contracts and purchase orders.

Qualifications
Education: Professional engineer (eligibility for APEGGA membership desirable).
Experience: a minimum of 15 years projects experience with progressively more responsibility with respect to project support functions.
In-depth knowledge of cost control, estimating, planning, project management, contracting and procurement processes.

A clear understanding of a projects overall sensitivities & dynamics.

Knowledge of various contracting environments.
Relevant experience in estimating, project controls, project management, contract, subcontracts, administration, management, and commercial/contractual aspects of 
oil and gas project execution.

Strong knowledge of the various requirements and disciplines involved in development of oil sand resources.
Demonstrated ability to set goals and organize resources.
Strong interpersonal and communication skills.
Ability to work with people of diverse disciplines, backgrounds and cultures.
Ability to be flexible and adapt to changing circumstances.

Welcome to Japan Canada Oil Sands Limited

Working Conditions
Work at the Calgary office during initial project phases, field work required during construction.

Active team membership, by cooperating and communicating pertinent information with supervisor and co-workers.6.
Appropriate self-management (punctuality, absences).7.
Compliance with JACOS’ Employment Policy Agreement.8.


