
We are looking for a Receptionist/Office Administrator 

Shape the world with us. 

We’re looking for people who want to contribute their ideas and their passion to 
shape the built environment of our communities – collaboratively, creatively, and 
sustainably. 

If you want to join us on this journey, read on and apply! 

Yes, we need people with outstanding technical skills (read about this below), but more importantly we 
are looking for people who want to be part of a team, like to learn, get energized by solving a problem, 
and are looking to make a difference in people’s lives. We believe that buildings and interior spaces can 
do this.   

What you’ll get: 

At S2, you’ll be part of an amazing team of diverse individuals across three studios – Calgary, Edmonton 
and Vancouver. We provide full service architectural, interior design, and master planning with a 
collaborative and inclusive approach to create spaces for people that support wellbeing, cultivate 
community, uphold sustainable design, and provide purposeful spaces for working, living, and playing.   
 
Our work spans a broad range of building and project types, and the foundation of our success is deeply 
rooted in the value we place on our relationships – with our clients, our consultants, our employees, and 
our teammates.  
 
If this sounds appealing to you – and you like to have a bit of fun as well – then we look forward to 
receiving your application.  

Work/Life Benefits  

• Competitive health and dental insurance plan  
• Employee life and dependent life insurance  
• Long-term disability   
• Flexible work hours / Work from home options 
• Continuing education / professional development 
• Social activities  
• S2 days for extra time to spend with family 
• Profit sharing program  
 
Our Values 

Smarter together. 
Our collaborative approach is driven by more than a desire for coordination and efficiency. The way we 
approach projects comes from a belief that shared ideas, collective knowledge, and combined 
experience benefits the project goals and vision. 
 
Stay grounded. 
We believe that success can only be achieved when thoughtfully grounded in the wellbeing of the people 
we work with, the environment, and our communities.  
 



Nurture our world. 
Sustainability comes from the relationship we have with the world around us. How we live, what we 
choose to create, and the resources we utilize are guided by a sense of stewardship that nurtures a 
balance between us and the natural world. 
 
Imagine more. 
We create a team environment where everyone can freely express new ideas, innovative concepts are 
nurtured, and creativity flows. 
 
We walk together. 
Diversity and inclusivity have a tangible value that gives us insight and perspective for stronger and more 
creative solutions. 
 
Relationships matter. 
The foundation for wellbeing and success is building relationships that are enduring, have strength, and 
are meaningful.  
 

“The favourite part of my job is working with others to create or solve something complex.” 
~ S2 employee in a June 2021 employee survey 

 
Receptionist/Office Administrator 
We are currently looking for a Receptionist/Office Administrator for our Calgary studio. 
 
We are looking for an individual with exceptional time management skills, the ability to multi-task and 
manage multiple deadlines, is detail oriented, and possesses an intermediate level of administrative 
experience. Working as an integral part of the S2 Services team, the candidate must have strong 
communication skills, a positive attitude and a collaborative approach when working with colleagues, 
consultants and clients. 
 
As part of a multi-disciplinary team, the successful candidate will be the first point of contact for all 
visitors to the studio and therefore must be able to demonstrate exceptional interpersonal skills. As our 
firm continues to grow, we are seeking an individual who has the flexibility and adaptability to thrive in 
changing roles and responsibilities. This position provides the potential to gain experience in a variety of 
administrative departments for an individual with a strong desire to expand their skills. 
 
EDUCATION & EXPERIENCE 

• Minimum two years of Administrative experience is preferred. 
 
QUALIFICATIONS 
• Proven ability using Microsoft Office Suite, including Outlook, Word, Excel and Powerpoint. 
• Strong interpersonal skills and friendly, professional demeanor. 
• Strong organization and time management skills 
• Strong communication and interpersonal skills 
• Ability to work in a team environment 
 
KEY ROLES AND RESPONSIBILITIES 
• Manage reception, including receiving all inbound calls and greeting visitors to the studio. 
• Manage office upkeep, including inventory and ordering of supplies, and keeping kitchen and 

meeting rooms tidy. 



• Provide administrative support to firm staff to create meeting minutes, format reports, arrange 
meetings, print and bind documents and other administrative tasks as required. 

• Prepare, receive and distribute all outgoing/incoming mail and couriers. 
• Complete project filing. 
• Provide administrative support to staff as required (including development of fee letters and 

proposals). 
• Coordinate travel arrangements for staff as required. 
• Tasks vary on a daily basis. 
 
 
S2 Architecture is an equal opportunity employer that is committed to the principle and practices of employment equity. We 
invite all qualified individuals, including persons with disabilities, visible minorities, and Aboriginal Peoples to apply for our career 
opportunities. 


