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DataDrill Communications Inc. is a dynamic company that creates custom 

communication solutions for any geographic location. Servicing various Oil 

and Gas clients in all of their respective sectors (Drilling, Completions, 

Production and Construction); DataDrill takes pride in their ability to get 

the job done safely with high customer satisfaction. DataDrill is currently 

seeking an Administrative Assistant. 

 

 

The ideal candidate must have the following: 

 A strong team player  

 The ability to multi-task 

 A professional appearance 

 be self-motivated 

 highly organized  

 possess a high level of attention to detail 

 Time management skills 

 

   

  

Job Description 

 

 Greeting clients and visitors 

 Sending/receiving mail  

 Filing documents; electronic and paper 

 Reconciling monthly statements  

 accounting support  

 Data entry 

 Invoice submission 

 

Experience with Microsoft Excel and Word along with entry level accounting 

experience is an asset. 

 

If you feel that you are a good fit for this position, please submit a resume 

and cover letter to careers@datadrill.ca. We thank all the applicants, but 

only those deemed suitable for the position will be contacted for interviews. 
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