
 
 

We are currently expanding and seeking a talented individual to join our team at an industry-leading small 

business with great potential for growth. We are looking for someone who shows up on time and is detail-

oriented, and motivated to learn new skills and self-manage. We work in a very specific industry, so on-

the-job training is provided, but any experience in the construction field would be valuable. Prerequisites: 

basic computer & typing skills (Word/Excel/PowerPoint), simple accounting, measurement, knowledge of 

CAD a plus. Applicant must possess analytical skills and research skills to define and solve problems. 

Strong interpersonal, verbal and written communication skills are required. 

RESPONSIBILITIES: 

 Assist the project team in establishing the project scope, scheduling and standards of the 
construction projects. 

 Distribute Bid Documents to ensure complete and competitive prices from suppliers. 

 Gather, calculate and compile data for use in bid proposal estimates. 

 Review drawings for constructability. 

 Attend design meetings. 

 Begin building relationships with subcontractors, suppliers and design teams. 

 Prepare and monitor tracking logs for contract documents, submittals, shop drawings, requests 
for information (RFIs), change orders, material deliveries and other quality control. 

 Prepare change proposals, negotiate change orders, issue change orders to subcontractors / 
/suppliers and others and prepare revisions to the budget, as a result of change orders and 
management revisions. 

 Maintain a complete and accurate set of contract documents. 

 Assist / Oversee the preparation of the project status reports. 

 Assist / Oversee and manage the closeout process. 

 Perform other duties as needed. 

REQUIREMENTS: 

 Good driving record 

 Knowledge of principles and practices of engineering and construction project management, 
including safety standards. 

 MS Office - Microsoft Word & Excel experience. 

BENEFITS: 

 Medical Insurance /Dental Insurance 

 Group Life Insurance 

 401 (k) 

 Sick Leave,Vacation and Holidays 

We are an Equal Opportunity and Affirmative Action Employer encouraging diversity in the workplace. All 

qualified applicants will receive consideration for employment without regard to their race, color, creed, 

religion, ancestry, national origin, sex, sexual orientation, gender identity, age, marital status, family 

responsibilities, pregnancy, genetic information, protected veteran or military status, other categories 

protected by federal, state, or local law, and regardless of whether the qualified applicants are individuals 

with disabilities. 


