
1 

 

 

 
Job Posting 

Appraisal Administrator  
Campbell River/ Powell River 

 
 
THE OPPORTUNITY 
 
We are currently recruiting for an Appraisal Administrator based in Campbell River, BC or Powell River, 
BC  

What You’ll Do: As an Appraisal Administrator, you will play a significant role in making data easily 
accessible for our Appraisal Foresters. You will organize data stored for appraisals, specifically non 
development cost data such as invoices, timecards from machine operators and any other costs 
associated with road constructions projects. You will enter road development data into Western’s 
resource management database. 

Who You Are: You see the big picture behind data management and organization – that having access to 
key information in a timely manner is the foundation to making sound business decisions. You find joy in 
managing data points in a way that allows others to access information in an efficient and effective 
manner. You are highly organized and come with over two years of administrative experience. 

Work Environment: The position is to be performed in a hybrid work environment. Expectations for the 
time being are that this role will be working from home or office with proper safety plans in place. 
Occasional travel between operations may be required in the beginning of this role.  

 
RESPONSIBILITIES 
 

• Ensure a safe work attitude. 
• Non-tabular Development Cost (NDC) data documentation collection, review, and storage. 
• Collecting timecards & contractor payment invoices by NDC project for contract and company 

road construction crews. 
• Summarization and review of timecard machine hours to match to completed NDC projects 

from contractor invoices or machine logs. 
• Collecting and organizing photo documentation of NDC projects where required. 
• Collecting and matching material (Incl. explosives) and contractor invoices to completed NDC 

projects. 
• Storage of NDC documentation by project by block in digital format under the operation’s block 

files. 
• Road Measure-up data input into Cenfor Appraisals Module. 
• Work with planners to receive ‘As-Built’ road measure-up data and enter into proper Cenfor 

Appraisals Module version for initial or post-harvest ADS Appraisal Data Submission. 
 
 

QUALIFICATIONS 
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Education and Experience 

• 2-3 years of administrative experience; 

• Experience in the forestry or similar environment is an asset; and 

• Highschool diploma required; diploma or certification in Administration or Business 

Management preferred. 
 
Skills, Knowledge and Required Competencies 

• Proficient with MS Office suite and database management; 

• Accountable and organized with the ability to re-prioritize on an as-needed basis; 

• Analytical thinker with the ability to work both independently and as part of a team; 

• Excellent verbal and written communication skills targeted at all levels of the organization; and, 

• Willingness to learn with an open and proactive attitude. 
 
LIVE WORK PLAY 
 
Vancouver Island is home to some of Canada’s best and most beautiful places to live, not to mention the 
climate is one of the warmest. The north-central island region experiences warm summers coupled with 
some of the mildest winters in all of Canada.   

The outdoors is your playground, surrounded by the Olympic and Cascade mountain ranges, rainforests 
and an ocean filled with wildlife.  Imagine a place where you could literally go skiing and golf in the same 
day. 

If you are considering moving to Vancouver Island, you will find one of the most unique and special 
places in all of Canada. The lifestyle here is rich in nature, outdoor activity, and wildlife. Within arm’s 
reach you will find rivers, lakes, and the Pacific Ocean no matter what quaint and welcoming area you 
choose to call home.   

 
YOUR CAREER    
 
At Western Forest Products, we believe our most significant asset is our people. Investing in our people 
brings value and success to our business, ensuring a safe, engaged, productive and continuously 
improving workplace.  We offer challenging opportunities working alongside the best in the industry to 
meet your career and professional development goals while providing competitive total rewards and 
recognition. 
 
We provide a variety of on-the-job training and continuing education in many areas at Western to 
ensure you have the skills you need to succeed. Our promote-from-within culture recognizes high 
performance and we offer diverse career paths across the organization for those with the talent and will 
to advance. 
 
Our total rewards offering including competitive pay, performance bonus, pension plan, benefits and 
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other programs designed to support our employees. 
 
WESTERN OVERVIEW 
 
Western Forest Products is a leading forest products company that sustainably manages forests and 
manufactures high-quality wood products. Headquartered in Vancouver, British Columbia with 
operations in the coastal region of BC and Washington State, Western meets the needs of customers 
worldwide with a specialty wood products focus and diverse product offering. 
 
Our commitment to health and safety, environmental stewardship and community engagement is core to 
how we do business at Western Forest Products. 
 
Our approach to responsible business practices in all aspects of our business is multi-faceted. We adhere 
to and employ the most stringent environmental practices in the world. The steps we take to ensure the 
forests in which we operate are renewed and remain healthy and viable for future generations are 
mirrored in the care we take to make certain our communities continue to grow and prosper. This 
includes investing in communities where we operate and continuing to forge mutually beneficial 
relationships with First Nations in respect of their local and cultural interests. 
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