
JOB DESCRIPTION
	JOB TITLE: Project Coordinator

	REPORTS TO: Project Manager

	FLSA STATUS: Exempt


GENERAL POSITION PURPOSE: The Project Coordinator assists and supports the Project Management team and the Superintendent on assigned projects. The position works under direct supervision and performs routine contract administration activities, gathering and distributing information. This requires selection and application of conventional contracting techniques and concepts. 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
· Perform administration of contract change orders, bulletins, back charges, extras and other such items.
· Assists in the preparation, administration and monitoring of contracts, interface requirements, material orders, change orders, back charges, shop drawings, and claims.
· Assist in the evaluation of submitted proposals for completeness, adherence to contract documents, specifications and schedule.
· 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 and Microsoft Project. Knowledge of Prolog, Suretrak and Primavera.
·  Understanding of construction industry

· Strong written and verbal communication skills including reading, writing, understanding and communicating clearly, effectively and professionally.
· Performs appropriate math, including statistics, analysis and significant data or number manipulation
· Ability to read drawings and specifications
· Functions effectively as part of a team

· Dependable and ability to maintain discretion and confidentiality at all times

· Ability to understand and follow directions

· Good time management skills and organizational skills. Meets or exceeds specific deadlines, project schedules or other requirements
· Takes initiative. Makes professional, educated and sensible decisions
· Can effectively develop, maintain and communicate schedules
EDUCATION AND/OR EXPERIENCE

· 2 years related AA degree or 4 years equivalent experience
· Construction Management Certificate preferred

· Entry-level to 3 years of industry experience
WORK ENVIRONMENT/JOB CONDITIONS 

This job may be performed in the office or on the jobsite and requires frequent sitting (often working on a computer), frequent walking, standing, bending, and reaching.  Due to computer usage, there may be repetitive motions of the hands and wrists.  Heavy lifting may be needed, the employee should be able to lift items up to 40lbs. He/she must be able to navigate the jobsite and is expected to be able to comply with all safety regulations in the office and on the jobsite. 

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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