
Calgary Office Manager (Rocky View) 

Who We Are 

The Alberta Construction Safety Association (ACSA) is proud to be Alberta’s partner in construction 
safety. Since 1988, we have offered safety training and certification programs to empower employers 
and employees to make their workplaces safer and healthier. With over 50,000 company members, we 
are the largest safety association in Alberta.  

Join Our Team 

ACSA is seeking a full-time Office Manager to work in our Calgary/Rocky View office. This is an exciting 
opportunity for an enthusiastic, team-oriented individual who is passionate about promoting health and 
safety values in his/her construction community. 

Opportunity 

Reporting to the Chief Operations Officer, the Rocky View Office Manager role provides a dynamic 
opportunity to manage the day-to-day operation of ACSA’s Rocky View office, consistent with ACSA’s 
Brand throughout the province.  You are required to facilitate classroom training with ACSA participants.  
Occasional travel outside of the Rocky View area is required.  

As a management member of the Operations team, and in alignment with ACSA’s various location 
protocol, you will manage the day to day operations of the business, focusing on engagement, 
organization, efficiency and time management.  You are responsible for supervising staff and overseeing 
contractors; providing ongoing guidance and direction regarding ACSA policy, scheduling, engagement 
and performance management.  You will spend ~50% of your time facilitating/instructing in the 
classroom setting, creating an engaging and interactive classroom learning experience for ACSA 
participants.  Additionally, you will attend ACSA’s Regional Safety Committee (RSC), and Alberta 
southern regional meetings on behalf of ACSA’s Stakeholder Engagement Specialist to provide business 
updates and to facilitate engagement between ACSA and RSC members.  You are ultimately responsible 
for continuous improvement in the Calgary office, engaging regularly with ACSA leadership and 
management team(s) to establish sound alignment with the mission, vision, values and day to day 
operations of the business.   

The successful incumbent is excellent in customer service and conflict resolution, and brings a minimum 
of five years’ experience leading and managing teams.  Strong change management, coaching and 
communications skills are imperative, with a solid track record facilitating/instructing in a classroom 
setting.   

The successful candidate will possess a Post-secondary Degree from an accredited university, plus two 
or more of the following:  (Equivalencies will be considered.)  

HSA or NCSO designation    CRSP designation 
OHS certificate or diploma    CHSC designation 

 
If you are interested in joining a team that strives to achieve excellence and is committed to making 
safer workplaces for Alberta construction workers, submit your resume and cover letter detailing your 
education and relevant work experience to careers@youracsa.ca.  

mailto:careers@youracsa.ca


 

We thank all applicants for applying, but only those selected to participate further in the hiring process 
will be contacted by ACSA. 

Closing Date:  November 2, 2018 

 

 


