





JOB DESCRIPTION
	JOB TITLE: Project Executive
	

	REPORTS TO: VP of Operations 

	FLSA STATUS: Exempt


GENERAL POSITION PURPOSE: The primary function of the Project Executive is to provide executive and managerial oversight and leadership for specific construction projects.  The Project Executive has the responsibility for the project(s) and project team(s) from inception and preconstruction through completion to ensure that the project(s) is/are completed to the satisfaction of all.  Additionally, the Project Executive has responsibilities to market and position the company to enhance the development of new business and actively recruit talent.
ESSENTIAL DUTIES AND RESPONSIBILITIES 
· Actively participate in business development initiatives through collaboration with marketing and business units to secure new work

· Identify and actively contributing to securing profitable work for Absher

· Review the monthly Project Status Audit (PSA)

· Update Personnel Assignments as it relates to project staff needs and/or transfers

· Conduct performance reviews for assigned Senior Project Managers, Project Managers and Superintendents as appropriate

· Participate in the annual strategic planning retreat as requested

· Participate in the Operations meeting as scheduled

· Review and approve issuance and modification of subcontracts for assigned projects

· Review the monthly cash flow report as part of the Contract Status Report (CSR); ensure positive cash flow

· Accountable for Profit/Loss on assigned projects

· Assist in the planning and execution of the Project Management and Operations meetings

· Communicate project status, needs and concerns to senior management

· Take the lead in initiating the preconstruction kickoff meeting

· Ensure project startup, project stand and deliver, interim stand & deliver and project closeout meetings

· Mobilize appropriate resources to perform scheduling, site logistic, constructability review, bid packaging and estimating duties for required deliverables

· In conjunction with the Operations Project Executives, coordinate personnel allocations and transfers

· Leads and participates in marketing presentations

· Monitor that subcontracts are being awarded effectively and efficiently

· Establish communication outlet for client to voice feedback

· Demonstrate a commitment to and promotion of a diverse and inclusive work environment

· Demonstrate commitment to a safe and injury free work environment through own actions and mentoring others
· Commitment to Absher’s values:

· We Care About People

· We Are Servant Leaders

· We Do Things Right

· We Do Right Things
· Conduct periodic audits of project procedures

· Take an active role in developing and implementing initiatives for company improvement

· Spearhead efforts to identify and resolve potential claims risks

· Monitor project safety in conjunction with the Absher Safety Director and/or Safety Manager 

· Conduct regular jobsite review and inspection
· Establish and maintain positive and effective working relationships with all (client, architect, subcontractors, project team, various Absher departments)

· Motivate and build teamwork/morale within the project team(s)

· Promote  Absher  “Values” with the project teams, client and subcontractors

· See that all personal and company policies are administered in a fair and consistent manner

· Mentor, coach and train as necessary to help subordinates achieve their career objectives

· Take an active role in developing and training personnel

· Conduct periodic small group meetings to improve communications and employee satisfaction

· Actively network with current, past and prospective clients, subcontractors and architects

SUPERVISORY RESPONSIBILITES
· Supervise a project management and/or project engineering staff 

· Confer with project staff to provide technical advice and to resolve problems.

· Responsible for the quality of work of their project management and/or project engineering staff

· Hires train, reviews and develops his/her employees

· Recommend or initiates personnel actions such as promotions, transfers, discharges, and disciplinary actions.

· Know, understand and adhere to company EEO, Affirmative Action and Harassment Policies

· Know, understand and insure compliance of other company policies for their staff

· Participate with Superintendents on all components of the safety program

· Consult with supervisory personnel to resolve complaints and grievances within the workforce in a timely manner.

PREFERRED QUALIFICATIONS 
· Take initiative and provides leadership and direction
· Communicate efficiently and professionally 
· Meets or exceed specific deadlines, project schedules or other requirements
· Delegate work appropriately
· Maintain consistent and ample control over assigned projects
· Has a thorough understanding of the construction industry
· Makes professional, educated and sensible decisions
· Acts as a mentor and teacher to others
· Read, write, understand and communicate clearly and professionally. Maintain good grammar and spelling when writing and speaking. Efficiently and professionally communicate to all contacts, regardless of position. 
· Perform appropriate math, including statistics, analysis and significant data or number manipulation
· Function effectively as part of a team
· Maintain discretion and confidentiality at all times
· Persuasive and powerful when making a presentation to others
· Computer knowledge and efficiency, including Microsoft Office producTS
· Can effectively develop, maintain and communicate schedules
· Must be skilled at a variety of pre-construction work, such as planning, design and constructability review, value engineering, CPM scheduling, and conceptual estimating.
PREFERRED EDUCATION AND/OR EXPERIENCE

· Bachelors Degree in Construction Management or 15 years equivalent project supervisory job experience or combination of education and experience.
· Construction industry experience.
· 10 years of project supervisory experience

· OSHA 10

· 1st Aid/CPR Certification

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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