
 
 
 

Coordinator, National Services 
About Epic Investment Services  
At Epic Investment Services, we’re shaping meaningful careers in real estate by creating opportunities for 
growth, innovation, and development. Our EPIC values - Execute, Partner, Initiate, Challenge - guide how 
we collaborate, innovate, and support each other and our clients. Through our “Always On” promise, we 
think like owners, act with accountability, and care deeply about the communities we serve. 

When you join Epic, you’re empowered to do the best work of your career in a culture that truly invests in 
you. We lead with a people-first mindset: one that celebrates wins, supports growth, and encourages 
every team member to bring their full potential to the table. Recognized as a Certified Great Place to 
Work® for two consecutive years, we’re cultivating an environment where excellence is supported and 
contributions are valued. We take a home-grown approach to career development, investing in our people 
through comprehensive benefits, continuous learning, and opportunities that open doors to new 
responsibilities and leadership paths. 

Epic is a fully integrated real estate management platform, where we deliver asset, investment, and 
property management services to institutional investors, wealth managers, and high-net-worth clients 
across North America. Headquartered in Toronto, Epic manages over $14 billion in assets across Canada 
and the U.S., encompassing more than 26 million square feet of office, retail, industrial, and multi-family 
residential properties. As we continue to grow, so do the opportunities for our people—come build what’s 
next with Epic. 

About the Role 
Epic’s National Services team is a centralized national team providing a range of services to support all 
lines of business through property-specific projects, ongoing programs, and coordination of numerous 
initiatives.   

The team has expertise in sustainability, health and safety, environmental, building technology, 
procurement, core building operations, property administration, and more. Key functions of the National 
Services team include:  

• Standard forms of contract for services and construction, as well as advice on any vendor-
proposed changes to standard agreements.  Oversight of procurement and audits for elevators, 
janitorial, and security services, as well as management of national contracts for elevator 
consulting and support. 

• Vendor management, including Certificate of Insurance (COI) and Workers’ Compensation Board 
(WCB) administration through SafeContractor.  

• Oversight and coordination of environmental, health and safety audits, and a standardized 
asbestos management program.  

• Development of standards and training related to property administration, management 
processes, building operations, emergency management and other risks.  

• Management of the Visitt platform for work orders, preventative maintenance, and tenant COIs. 



 

The Coordinator will support the National Services team through engagement with property management 
teams across Canada to ensure our property teams are using our platforms effectively to make their day-
to-day easier.  

Coordination and Management:   
• Coordinate data gathering and documentation needs from across the portfolio to support projects 

such as national request for proposal processes, ongoing national contracts, contractor 
compliance requirements, surveys, property information, emergency management and business 
continuity requirements.  

• Develop and maintain updates to internal property management policies, procedures, and 
templates. 

• Support the administration of certain data systems and web platforms used by property 
management and national services, including Visitt, SafeContractor, SharePoint, and others. 

• Manage and troubleshoot with the REM team on implementation issues and regional/local 
modifications and needs.  

 
Stakeholder Engagement, Reporting and Communications: 

• Interact with the leadership team and clients to provide insight, clarity, and the commercial value 
of national service standards in an unbiased and objective fashion. 

• Engage with the REM team to build strong relationships, understand needs and translate those 
needs into key national service standards.  

• Partner with the Manager, National Services and the department VP to develop reporting processes 
and templates from the data systems and web platforms the team uses.  Ensure that reports are 
periodically distributed to property management leaders. 

• Support quarterly and annual performance and progress meetings with key stakeholders regarding 
program implementation and service delivery.   
 

Research: 
• Provide market research, benchmarking, briefs, best practices, and insights into industry standards 

for commercial real estate property management.    
 

Requirements: 
• An undergraduate degree, ideally in real estate or business 
• Experience or familiarity with Property Management experience or a manager of a centrally 

organized operating platform which supports regional/local teams within a franchise environment.   
• Affinity for data and data management and finding ways to manage and transition unstructured 

data or qualitative information into a more data drive approach.   
• Well organized and proactive communicator.  
• Familiarity with concepts of governance/assurance processes with the ability to evaluate, analyze, 

and audit performance.   
• Skill set in collaborative employee engagement, professional development, and reporting.  
• Experience that demonstrates strong technical competence in Microsoft Office applications, 

including Word, Excel and PowerPoint, databases, and automation.  
• Experience we hope to help you build:  Strong operational knowledge of commercial real estate, 

including but not limited to procurement, elevators/escalators, emergency management, REM 
operating best practices, smart buildings, customer maintenance management system, security, 
health and safety, customer service excellence and experience. 

 

Expected Compensation Range: 
The expected annual base salary range for this position is $55,000 – $65,000 CAD. The actual salary 
offered will depend on a variety of factors, including the candidate’s experience, education, skills, and 



 

market conditions, while ensuring internal equity. In addition to base salary, Epic offers a competitive total 
rewards package that may include discretionary performance-based incentives, comprehensive extended 
group benefits, retirement savings programs, and paid time off. 

How to Apply: 
Qualified applicants may e-mail their cover letter and current resume to careers@epicis.com indicating 
“Coordinator, National Services” in the subject line.   

Epic Investment Services is committed to diversity, equity, inclusion, and is an equal opportunity 
employer. All qualified applicants will receive consideration for employment without regard to ethnicity, 
age, religion, race, gender identity, physical ability, or sexual orientation, or any other elements protected 
by law. Epic Investment Services is committed to providing access, equal opportunity, and reasonable 
accommodation for individuals with disabilities in employment. For all internal and external applicants who 
require accommodation in the recruitment and selection process, please contact 
accessibility.request@epicis.com for assistance/support.  

We sincerely appreciate the interest of all applicants, however only those selected for an interview will be 
contacted. No telephone calls or Agencies please.    

Visit our website at www.epicinvestmentservices.com for further company details 
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