
 

MasterBUILT® Hotels (“MBH”) is an industry leader in the development, construction, management 
and investment in best-in-class focused service hotels across Canada. At MBH, we live and breathe 
new build hotels… developing more than anyone else in the country. Being an industry leader means 
we are always in search of the best people that share our passion for hospitality, connect with our four 
Core Obsessions, are Ideal Team Players, and a have a desire to learn and grow with one of 
Canada's Best Managed Companies. 

 

NEW OPPORTUNITY: 
Business Development Coordinator 
Calgary, AB 
 
Are you smart, ambitious, energetic with a passion for real estate, hospitality and the art of business 
development? Do you have big aspirations but just starting your career? Do you want to put some real 
meaty experience on your resume? Do you welcome the challenge of reporting directly to the 
President of one of Canada's fastest growing hotel companies? If you answered yes to all of the 
above, this might be the opportunity you have been looking for. 
 

RESPONSIBILITIES: 
 You will work closely with the President, Director of Business Development and other 

members of the management team to ensure the effective and efficient coordination of 

MBH’s business development activities in support of the company’s aggressive expansion 

plans. 

 Proactively seek to conserve/protect the time of the President and Director of Business 

Development by effectively qualifying opportunities, screening calls/emails, drafting 

correspondence, presentations, and other documents, directing inquiries to the most 

appropriate people within the Company, coordinating client/partner meetings, keeping 

meeting minutes, following up and driving accountability for important action items/tasks. 

 Use your strong judgment to allocate time/people (internally and externally) to meetings 

based on their priority, stage and value of the opportunity. 

 Plan and work to proactively address the business development needs of the company. 

 Conduct research and produce reporting to help support the decision making of the Executive 

team. 

 Ensure records are properly maintained within MBH’s sales force automation system. 

 Assist in preparing materials/assembling investor packages, key agreements, and board 

packages. 

 Other projects and tasks as directed by the President. 

 

WHAT YOU CAN EXPECT IN THIS ROLE:  

 If you are a sponge with a strong desire to learn and grow, you will learn A LOT about real 

estate development, hotel management, commercial construction, finance, and business in 

general. If you are not, you will likely be overwhelmed and ineffective. 

 A very modest starting salary with an opportunity to exponentially scale your total 

compensation and responsibility based on your performance. 

 A significant volume of work and steep learning curve. 

 Continuously shifting and competing priorities that need to be effectively managed. 

 We will invest in your personal career development. 



 

 

QUALIFICATIONS: 

 Experience Required 
 1-3 years’ experience in a business development/analysis, sales/project 

coordinator, or similar role is desirable but not required (we will consider new 
graduates with summer/intern job experience) 

 Previous experience in real estate and/or hospitality is desirable but not 
required 

 
 Mission Critical Competencies and Attributes 

 Driven, motivated individual that is seeking to grow and develop a career in the 
real estate investment and management industry 

 Demonstrates the attributes of the “Ideal Team Player”: Humble, Smart and 
Hungry 

 Demonstrates a high level of emotional intelligence 
 Excellent verbal and written communication/report-writing skills 
 The ability to work independently  
 Sensitivity to and respect for the confidential nature of the subject matter of the 

job 
 High integrity and strong work ethic; willingness to learn 
 Demonstrates confidence, enthusiasm and energy 
 Faces tough situations (adversity) with a positive outlook 
 Adapts well to change 
 Possess grit and determination 
 Possess strong initiative and ability to prioritize deliverables 
 Strong attention to detail and intuition 
 Strong listener who rarely ever needs to be told something twice 
 Ability to consistently complete tasks on time and with minimal support 
 Able to travel and work long hours when needed 
 Strong computer skills 

 

 Desired Education 
 Undergraduate degree from accredited university required (Bachelor of 

Commerce, Sciences or Engineering preferred) 
 Ability to speak fluently and write effectively in French considered a major asset 

 

MASTERBUILT OFFERS EVERYONE: 

 A corporate culture that our employees describe as “Entrepreneurial, Results 

Focused, Relationship Oriented, Supportive of Growth & Learning, Collaborative, 

Empowering and Fun” 

 An opportunity to put your creativity to work: we are the trend setters, not the ones 

fighting to catch up 

 A competitive compensation package that rewards individual and team performance 

 A flexible benefits package that recognizes various personal/family situations 

 A financial investment into your personal and career development  

 A supportive and accessible management team who walk the talk 

 

TO APPLY: 
To apply send all resumes to Elevated HR at careers@elevatedhr.com. We thank all applicants 

for their submissions, but only those deemed qualified by our hiring manager will be contacted. 

No phone calls please. 

 

 


