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Administrative Assistant 

Incorporated in 1996, Rangeland Environmental Services Ltd. (Rangeland) is known to be a leading provider 
of environmental services for oil and gas, agriculture, municipal, transportation and not-for-profit sectors for 
the past 25 years. Rangeland is an environmental, geotechnical and environmental inspection firm located 
in Airdrie, Alberta.  Our staff of professionals includes expertise in aquatic biology, botany, wetland science, 
wildlife biology, range science, habitat and ecosystem restoration, geotechnical engineering, regulatory 
management and construction compliance.   

Rangeland has an opening for a part-time Administrative Assistant whose primary focus will be to carry 
out administrative duties and office logistics. We are looking for someone with experience in a similar role. 
This is a part-time position as the hours are variable and dependent on customer demand.  

Responsibilities: 

 Payroll; 
 Calculations of employees’ vacation pay, source deductions and benefits; 
 Calculation, payment and reconciliation of payroll taxes; 
 Preparing invoices; 
 Manage and submissions of accounts receivables; 
 Manage accounts payable; 
 Preparing checks for bill payments; 
 Management of stationary and cleaning supplies; 
 Managing staff administration files and employment contracts; 
 Working with our accounting firm providing information as needed; 
 Preparing monthly accounting reports; 
 Fleet vehicle maintenance and management; 
 Organize and store administration files; 
 Safety statistics and miscellaneous COR tasks; 
 WCB management; 
 Budget tracking;  
 Assisting staff with administrative duties; 
 General office assistance; and 
 Sorting and processing mail.  

 
 
Qualifications: 

 Degree in Commerce, Marketing, Business Administration or a similar university degree. A 
technical diploma may be considered; 

 Experience in a similar role is required; 
 Fluency with QuickBooks and EXCEL is required; 
 A valid Alberta driver’s license; and 
 Attention to detail, excellent verbal and written communication and organizational skills.  
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Rangeland Environmental Services Ltd. 

 

This is a part-time position starting immediately. Time spent working in this position is variable and is solely 
based on customer demand, as such Rangeland cannot guarantee hours. More time will be needed at the 
end of each month to complete month-end accounting. The demand for this position will increase as 
customers’ demand increase. Rangeland will consider an independent contractor as an associate for this 
position. This job is physically demanding requiring a moderate level of physical ability as the worker must 
be able to conduct moderate to heavy lifting associated with office cleaning, distributing courier packages 
and equipment maintenance. Please include two (2) references in your cover letter. 
 

We sincerely appreciate all applicants for their interest; however, only those selected for an interview will be 
contacted. Closing date for applications remains open until the position is filled. Interested candidates can 
apply by email with their resume and cover letter to inquiries@rangeland.co.  


