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Project Coordinator 
Leaders International Executive Search 

 
The Company 
Leaders International Executive Search is one of Canada’s premiere executive search firms, and 
came about as a result of merger of three reputable firms in 2018 with a combined 60 years of 
history. Leaders has eight offices across Canada providing clients with such services as executive 
recruitment, Board of Directors recruitment and governance, and leadership succession planning. 
 
The Role & Responsibilities 
Leaders is currently seeking a Project Coordinator for its busy Vancouver office. The Project 
Coordinator will be responsible creating, maintaining, and streamlining office administrative 
procedures, overseeing all project administration requirements for each search assignment, 
including contacting and scheduling clients and candidates, and supporting the Partners and 
Associates with a variety of tasks as needed. 
 
Search Related 

• Opening and closing procedures for each search—for example, inputting fee information 
and consolidating search-related documents within SharePoint, Salesforce, etc. 

• Overseeing the coordination of internal schedules, appointments, and interviews 
• Maintaining tracking sheets for such things as candidate expenses, internal assignment 

calendar, and statistics of searches. 
• Developing search timelines  
• Overseeing and editing Opportunity Profiles in MS Publisher and MS Word 
• Posting Profiles on Leaders’ website and advertising for each search 
• Managing client and candidate interview coordination, logistics, and scheduling 
• Coordinating candidate travel, when required 
• Overseeing the preparation of one-pagers, dossiers, and other documentation 
• Creating packages for milestone meetings 
• Coordinating outsourced printing needs 
• Facilitating candidate background checks 
• Generally supporting Partners, and Associates in all stages of search assignments 

 
Administration Related 

• Scheduling appointments and office meetings 
• Responding to RFPs and participating in the preparation of proposals 
• Supporting orientation and onboarding of new staff members 
• Coordinating with colleagues in the Edmonton and Calgary offices 
• Maintaining Client lists 

 
Other 

• Coordinating the completion of special projects, as needed 
• Maintaining BD lists, holiday send outs to clients, stationary designs and ordering 
• Arranging team social, community, and philanthropic events 
• Taking care of office operations to ensure organizational effectiveness  
• Creating instructions and “how to” training documents for all administrative tasks 
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Who? - the Candidate  
We are seeking a self-motivated individual who is organized, detail-oriented, and enjoys variety 
in their day-to-day work. The responsibilities in this role are constantly evolving, and different 
days will bring dynamic challenges, so we seek people who are adaptable and flexible.  Excellent 
communication and administrative coordination skills are key, as are computer savvy (Microsoft 
Office, SharePoint, Zoom, Salesforce, etc.) and an analytical approach to work. The Project 
Coordinator should be able to identify and implement process improvements. Given the high-
profile clients that Leaders works with, polish, discretion, and professionalism are important in 
this position, as is a warm and welcoming interpersonal style—we are friendly, supportive, and 
collaborative and seek like-minded people to join our growing team.  Long term, this role could 
lead to career opportunities in recruitment, project management, and / or operations. 
 
How Much? 
Base salary commensurate with experience and skills. Leaders’ employees receive good benefits 
and two weeks paid vacation plus a one-week office closure from Christmas to New Years. 
Performance appraisals take place annually in October, and there is opportunity to earn a bonus 
based on strong performance. Additionally, employees will receive a competitive business 
development incentive should they provide a lead that results in Leaders being officially retained 
on a new search with a brand-new client. 
 
Where?  
Suite 880 - 609 Granville Street, right by Pacific Centre Mall in the heart of downtown Vancouver. 
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