
JOB DESCRIPTION
	JOB TITLE: Contract Administrator

	REPORTS TO:  Division Director

	FLSA STATUS: Non-Exempt


GENERAL POSITION PURPOSE: The Contract Administrator assists and supports project operations in the coordination of project contract documentation and contract compliance.
ESSENTIAL DUTIES AND RESPONSIBILITIES 
· Process, distribute and track contracts between subcontractor and contract team.  
· Maintain all AIA documents company-wide to include processing contracts, change orders and lien releases.  Update proposal information to include experience, projects in progress, credit information, major projects completed, 5-year completed projects and trade references.

· Track contracts and subcontractor’s insurance in Prolog and Viewpoint, track and manage project bonds and builder’s risk insurance.

· Track sub-contractor compliance for Indemnity and Insurance Bonds.
· File and maintain all subcontractor files, maintain static files.

· Assist with public and private proposals as needed.

· Participate in special projects and committees

· Assist Division Directors and Project Managers as needed.

· Demonstrate commitment to a safe and injury free work environment through own actions and mentoring others 
QUALIFICATIONS 
· Computer knowledge and efficiency, including Microsoft Office products
· Knowledge in the use of office machines: phones, copiers, fax, printer, scanner, postage.
· Strong written and verbal communication skills including reading, writing, understanding and communicating clearly, effectively and professionally.
· Basic math skills

· Ability to multi-task

· Functions effectively as part of a team

· Dependability
· Ability to maintain discretion and confidentiality at all times

· Ability to understand and follow directions

· Good time management and organizational skills

EDUCATION AND/OR EXPERIENCE

· AA Degree or equivalent experience

· 2-4 years of related contract administrative experience
WORK ENVIRONMENT/JOB CONDITIONS 

Work time is spent in an indoor working environment. This position requires frequent sitting, often working on a computer, sometimes for extended periods of time. Due to computer usage there may be repetitive motions of the hands, fingers and wrists. Ongoing walking, standing, bending and reaching throughout the work day will occur. Occasionally have to lift or move up to 40 pounds.
To perform this job successfully, an individual must be able to perform each essential function satisfactorily. The responsibilities, qualifications, and work conditions described here are representative of the physical and mental knowledge, skills and/or abilities required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. This description is not intended to be a complete list of all responsibilities, duties and skills required to personnel assigned this classification. Duties and responsibilities may be added or changed as deemed appropriate by management at any time.
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