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	Job Title:  Project Coordinator
	Job Classification: 

	Revised Date: March 29, 2011
	Approval:

	Location: 
	Department: 


Occupational Summary

Under the general supervision of the Site Work & Field Services Division Manager, the Project Coordinator initially will oversee specific “on site” construction and installation of projects. 
Work Performed

· Assists in the preparation of cost estimates, bids and budgets;

· Reads and interpret assigned projects, satisfying themselves that they can be completed, and communicating any discrepancies or missing information to the Construction Manager;

· Completes assigned projects following the ‘Job Tracking Sheets’; understanding the plans, specifications and details in the context of the company’s goals and objectives;

· Supervises the personnel, equipment and materials necessary to complete the assigned projects to obtain an effective, efficient flow of work.  Ensure the personnel understand their duties, company policy, goals and objectives;

· Communicates to the personnel the level of performance standards expected for each project and follow up to ensure these standards are met as it relates to the:

· Quality of work required

· Budgets

· Schedule

· Completes site visits and assist with the work on site as required;

· Reports discrepancies in the quality, budget or schedule;

· Monitors and manages personnel to ensure goals and objectives are being met;  

· Take remedial action when necessary by giving directions, providing advice and taking disciplinary action if necessary;

· Completes daily Job Hazards Assessments and Pre Job Task Hazard Analysis forms;

· Wears required Personal Protective Equipment at all times during work hours;

· Perform other related duties incidental to the work described herein.

Knowledge, Skills, & Abilities Required
· Able to demonstrate organizational, time-management and decision-making skills.
· Able to manage a fluctuating workload and set priorities to meet deadlines.
· Able to work individually and as a team member.
· Strong communication and interpersonal skills.
· Above average computer knowledge, specifically in Microsoft Office Suite is required.  
The above statements describe the general nature and level of work being performed by individuals assigned to this classification. This is not intended to be an exhaustive list of all responsibilities and duties required of personnel so classified
      Required Qualifications at this Level

	Education/

Training
	Previous experience in a supervisory and/or management role


	Experience:
	Previous experience in a supervisory and/or management role


	Note:
	The intent of this job description is to provide someone who wants to learn and has drive to do a professional job with types of duties and responsibilities that will be required of positions given this title and shall not be construed as a declaration of the total of the specific duties and responsibilities of any particular position. Employees may be directed to perform job-related tasks other than those specifically presented in this description
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