DO YOU LOVE GETTING ORGANIZED, HELPING PEOPLE WORK
SMARTER, AND LEARNING WHAT MAKES A BUSINESS TICK?
Position Title: Systems Documentation Champion
Position Type: Full-time, contract (+/- 7 weeks)
The Company: Party Rental Depot
We run a growth minded event rentals company that is always pushing the limits of
what de nes luxury and what we can accomplish in a season. We help clients throw
the best parties they can dream of. By stretching and growing what we do as a
company we also are passionate about stretching and growing our team. Always
learning, improving and upgrading.
We are leaders in the event rentals and tenting industry producing some of the best
events resulting in the best reviews in Calgary from our amazing clients, stemming
from our fanatical attention to detail and consistency, driven by following systems
and processes.
Because of this we are looking for a master of getting sh*t done. Elbow grease and a
bit of hustle go a long way.
We value having team members from different backgrounds, philosophies, and
walks of life. Diversity brings new perspective and the ability to learn and grow.
This posting is for a Canada Summer Jobs position and the chosen applicant will
need to meet the criteria for this position.
This is where you come in…
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THIS IS FOR YOU IF:
● You like a good mix of moving around and desk work
● You like to ask questions like, why is that?
● Your motto is “Don’t worry, I got this”; You have the con dence to take a
task and run with it
● You are resourceful, reliable and able to make things happen
● You are meticulous at what you do and pay extreme attention to details
● You are open to constructive feedback, but aren’t afraid to let your
opinions be known

IN THIS ROLE YOU WILL BE:
● Tracking time and resources for tasks to set the standards going forward
● Recording processes of the way we do tasks via audio, notes, video,
screen shares
● Shadow our knowledgeable staff to extract the knowledge they have
about the company’s way of operating
● Summarize tasks and create the “How To” manual for our core processes
and upload the media to the systems software
● Ask questions, a lot of them
Your Quali cations:
Our “deal-breakers,” you need to have these:
● Great organization - you had your notes colour coded in high school
● Pro ciency with technology - cameras and apps are fun to play with
Knowledge, skills and abilities:
● Strong communication skills, both written and verbal
● Effective task switching to manage a large workload
● Ability to contribute to a high-functioning team as well as working
independently
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● Ability to prioritize tasks but still see the bigger picture
Our “nice-to-haves”:
● Enjoy business books like, Systemology, The E Myth, Traction
● Personal transportation to do job-site visits
● Been paying your own cell phone bill since you were of legal age

CORE VALUES ARE THAT WE:
Show Up - With your attitude, energy, and appearance in a fun and
positive way
● Grow - Get 1% better every day, through continuous learning and
improvement
● Have Fanatical Attention To Consistency and Detail - we get one chance
to make an impression with our clients, let’s make that experience
remarkable
● Sweep the oor - no task is below anyone, pitch in and get it done
●

PERKS AND BENEFITS:
● Multiple work environments - indoor/outdoor
● Flexible schedule - some weekend opportunities, exible start / end
● Lots of physical movement at work
APPLICATION: If this sounds like you, send your resume and cover letter to
careers@partyrentaldepot.com This position will be posted until lled.
BONUS: To really stand out please tell us about yourself and your experience
or something interesting in a 2 minute video clip. Email us the link to your vid!
We can’t wait to hear from you!
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