
 
 
September 2021     Role: Senior General Administration 
 

Who We Are 
Wiser Projects is a growing community planning and development firm based in Victoria, B.C, 
and resources across Vancouver Island. We are a group of people who strive to bring our value- 
based practice of planning and development to each of our projects and clients; our goal is to 
support the capacity of our partners so they can do it more efficiently, effectively, and 
independently the next time around. We aim to be transparent, inclusive, and flexible in our 
work. This can be translated often as us supporting our client partners in whatever it takes to 
realize the vision of the project, while meeting client and community goals along the way. 
 
Most of our clients and projects are non-profit, Indigenous governments, and community-
oriented private sector clients who are completing planning and development projects. Many of 
our projects are housing related, whether it be building seniors, missing middle, family-oriented, 
or fully accessible projects. We also work frequently on unique public projects that excite our 
team and invigorate neighbourhoods and cities; these include Art Galleries, Cathedrals, and 
policy work such as age-friendly assessments.    
 

Who You Are 
Someone seeking a collaborative, positive, innovative work environment in Victoria, B.C.; 
someone seeking to work with partners and projects that truly build community through 
planning, policies, socio-economic opportunities, and housing; someone that understands the 
sensitivities and opportunities of non-profit, public and private sector needs; and someone who 
is seeking challenge, growth, and opportunity. 
 
Main Activities 

• General administration 
o Organize office operations and procedures for 5 staff 
o Support filing and documentation management procedures and adherence 
o Support development of tools and templates unique to planning and 

development; build off our work to date to enhance and streamline existing 
processes 

o Communicate internally and externally on administrative and corporate needs 
o Support project managers in coordination activities on housing and development 

projects 
o Copy edit/technical edit deliverables in word, excel, etc.  

• Financial administration 
o Manage expenses and support invoicing, in QuickBooks Online 
o Support project/client financial claims processes 



 
 

Areas of Interest and Abilities 
• A degree is not required for this position, but demonstration of 3-5 years relevant 

experience is desired 
• Understanding of planning, housing/construction and or development industry  
• Excellent interpersonal skills 
• Very effective organization skills 
• Attention to detail and high level of accuracy is required 
• Strong knowledge of general office procedures involving procurement, travel 

arrangements, and budget management 
• Excellent computer skills in all Microsoft, including cloud-based, programs, and ideally 

QuickBooks Online 
o You understand the value in a well-crafted email! 

• Analytical and problem-solving skills: you identify problems, address them, and manage 
future processes to minimize them 

• Proactive: you identify areas for us to excel or find efficiencies and opportunities to 
support us in doing so  

 
 

What We Are Seeking 
 
While we are organized for remote work and people are free to do so as appropriate, we are 
seeking someone to sit with us in the Victoria office for the immediate term.  Our competitive 
compensation reflects the value of this position and the realities of the cost of living. We are 
seeking someone to start at 2-3 days per week, at $25-$35/hr based on experience and technical 
skills. 
 
Please submit digital applications to kaeley@wiserprojects.com. This position will remain open 
until filled, and interviews will be held virtually or in-person pending health regulations. 
 
 


