CAREER OPPORTUNITY WITH AN INDUSTRY LEADER
At K-Line, our core values of Safety, Quality, Integrity, Opera onal Excellence and Customer Sa sfac on
are the founda on of everything we do. As a premier high voltage electrical contractor, our mission is to
provide excep onal value to our u lity and related partners through an unwavering commitment to
these K-Line values. Proudly awarded Pla num Standard in 2021 as one of Canada’s Best Managed
Companies, K-Line con nues its quest to be the premier Canadian owned u li es solu ons company.
We currently have an opportunity available to be based out of White City, Saskatchewan for the new
posi on of:

FLEET ADMINISTRATOR
Responsibilities


Maintain ﬂeet unit masters, technical data, charge out rates and make necessary adjustments for
charge out rates on all units to provide cost beneﬁt analysis



Review daily fuel excep ons and inves gate where necessary



Issue Purchase Orders for any ﬂeet, tools, and opera ons department purchases



Maintain backup documents for bank deposits



Coordinate vendor payments with the Finance department



Responsible for month-end invoicing and billing



Oﬃce recep on and perform various clerical tasks such as photocopying, faxing, and ﬁling

Experience & Education


Minimum two (2) years’ experience in an administra ve role



Post-Secondary educa on in Business Administra on, Oﬃce Administra on or related ﬁeld is an
asset

Skills


Highly organized with the ability to mul task and meet ght deadlines



Ability to work independently with minimal supervision as well as in a team environment



Strong computer skills, including proﬁciency with accoun ng so ware and Microso Oﬃce Suite.
Intermediate (or higher) Excel knowledge is a must (no excep ons). A test will be given to any
applicant that applies



Keen eye for detail

To Apply
To learn more about the K-Line Group of Companies and career opportunities, please visit our website at
www.k-line.ca. Interested candidates are invited to submit a resume to: careers@k-line.ca.
Position Location: White City, Saskatchewan
Company Overview
Celebra ng 50 years of Business Excellence in 2017, the K-Line Group of Companies provides complete,
one-source solu ons for the high voltage and related sectors. Comprised of eight industry-speciﬁc
divisions, we oﬀer one-source exper se in engineering, design, procurement, construc on,
commissioning, and maintenance of high voltage power delivery systems, including temporary power
services, independent laboratory tes ng and complete ﬂeet repair and refurbishing services. K-Line was
established in 1967 and is registered to the ISO 9001 Quality Management Standard and ISO 45001
Health and Safety Management Standard.
The K-Line Group is an equal opportunity employer. Upon request, accommodation will be provided for
persons with disabilities through all stages of the recruitment and selection process.
We thank all applicants for their interest in this opportunity. Only those candidates who are selected for
an interview will be contacted.
No agencies please.

