
Contracts Coordinator, Real Estate Services 
Simon Fraser University 

 
One Year Term with Potential to Be Long Term 

A Special Opportunity to Expand Your Career Options  
 

Founded in 1965, the distinctive character and vision of Simon Fraser University (SFU) are based on three 
interconnected goals: engaging students; engaging research; and engaging communities. One of the top 100 
Employers in Canada, SFU has become Canada's leading comprehensive university with vibrant campuses in British 
Columbia's largest municipalities — Vancouver, Burnaby and Surrey — and deep roots in partner communities 
throughout the province and around the world. SFU Facilities Services provides strategic and operational 
stewardship of SFU’s diverse land and buildings.   A few years ago, SFU centralized its real estate functions within 
Facilities Services and the department is in the process of continuing to put in place the fundamental processes, 
controls and management reporting necessary to enable proactive stewardship of assets. Currently, Facilities 
Services is comprised 3 Units, including Development, Operations and Administration. Together, the 3 Facilities 
Services Units provide integrated asset management services for more than 432,000 square meters of campus and 
156.8 hectares of land.  
 
The Contracts Coordinator comprises a unique career opportunity for an emerging high performing professional to 
contribute to effective real estate and property management of meaningful assets intended to serve current and future 
generations of engaged communities. The role is based on Burnaby Mountain.  Reporting to, and working 
collaboratively with the Manager, Real Estate Services and a wide range of internal and external stakeholders, the 
Contracts Administrator and Coordinator provides administrative support to the Manager, Real Estate Services and 
SFU’s legal representation by drafting real estate contracts, licenses and leasers and by providing proactive 
coordination to support a diverse array of transactions and negotiations.   
  
The candidate must possess excellent analytical, writing, proofreading, editing, time management, and 
organizational skills. With demonstrated strong proficiency in the use of word processing, database, desktop 
publishing and spreadsheet applications, the candidate must have a discerning eye for detail. A diplomatic and 
tactful relationship builder, the candidate must be a curious, fast learner with a strong drive for results, a knack for 
doing research and a superb ability to manage multiple projects. The ideal candidate has profound respect for the 
importance of administrative work and a genuine interest in, and talent for, administrative excellence.  Able to see 
the big picture, the ideal candidate has a passion for customer service, sound judgment, high integrity, common 
sense and a willingness to go above and beyond.  An effective and principled team player high energy, integrity and 
financial acumen, the candidate must have a minimum of 2 years of relevant business experience, including 
experience in real estate negotiations, financial management and reporting and an undergraduate degree in Business 
Administration, Accounting or Finance, or an equivalent combination of education, training, experience and 
capacity. 
 
SFU is committed to the principle of equity in employment and welcomes applications from all qualified 
individuals. All qualified applicants are encouraged to reply, in confidence, quoting File #14620 to 
search@janetdavid.com. SFU offers excellent compensation and benefits. We acknowledge and thank all applicants 
and will proactively contact those selected for interviews.  Canadian citizens and permanent residents of Canada will 
be given priority.   

http://www.sfu.ca/main/campuses/vancouver.html
http://www.sfu.ca/main/campuses/burnaby.html
http://www.sfu.ca/main/campuses/surrey.html
http://www.sfu.ca/main/sfu-community/international-engagement.html

