Project Coordinator
Location: Kitchener, Ontario
Full time

What you’ll do:
The project coordinator will be responsible for creating milestone schedules, assisting with project
creation plans, assisting with resource estimates, project communications and scheduling. We are
seeking a detail-oriented individual that can assist our Project Manager with ensuring that each
project is completed effectively and on time.
Responsibilities & Duties:
•
•
•
•
•
•
•
•
•

Ensure that professional services team has everything needed to achieve project
milestones
Liaising with clients to identify and define project requirements, scope and objectives
Coordinate project schedules between PS team and customers for delivery
Assisting PM with analyzing risks and opportunities
Support daily and monthly tasks of projects
Documenting minutes, activities, and tasks from project meetings
Creating project summary reports for management
Work with Professional Services and Support team to handle project issues as they arise
Building and cultivating relationships with customers throughout the project

What we’re looking for:
Specifically, the ideal candidate should have:
•
•
•

Ability to manage multiple projects simultaneously while maintaining quality and meeting
customer expectations
Proven work experience as a Project Coordinator or similar role
Ability to work independently with minimal supervision
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PROJECT COORDINATOR

•
•
•
•
•

Demonstrated understanding of project management concepts
Excellent verbal and written skills
Strong client-facing and teamwork skills
Excellent analytic and problem-solving skills
Candidate working towards CAPM designation is preferred but not required

What’s the next step?
Submit your resume to careers@delegopayments.com with subject line Project Coordinator.

About Delego
Delego is a global leader in securing and integrating electronic payments for top-tier companies
running SAP. Our PCI compliant cloud solutions complete our customers’ payment ecosystems,
integrating to over 50 payment processors and providing unrivalled data security with proprietary
tokenization technology. More than 100 leading companies have chosen Delego as their payments
partner.
Delego provides equal employment opportunities (EEO) to all employees and applicants for employment without regard
to race, color, religion, sex, national origin, age, disability or genetics. In addition to federal law requirements, Delego
Software Inc. complies with applicable state and local laws governing nondiscrimination in employment in every location
in which the company has facilities. This policy applies to all terms and conditions of employment, including recruiting,
hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation, and training.
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