
Project Coordination Supervisor

Reports to: CEO/Treasurer Department: Administration
Date: 03/03/09

Job Function: Oversees all production administrative work required to assist the
construction of commercial buildings.

Duties and Responsibilities:

1. Performs all duties of the Project Coordinator I Job Description.

2. Supervise administrative staff including Administrative Assistants, Administrative
Support, and Project Coordinators.

3. Scheduling vacation and coverage for administrative staff.

4. Ensure Stevens Construction process and procedures are being followed.

5. Develop and document processes and procedures to ensure most profitable and
organized projects.

6. Assist and support the President.

7. Assist the President in Project Management training and process and procedures
as required by the President.

8. Assist in hiring and reviewing of administrative staff.

9. Communicating with all departments of to ensure most efficient processes are
being used and followed.

10. Review, approval and data entry of all certificate of insurance for subcontractors.

11. Other duties as assigned.

Education: High School Diploma or equivalent.

Preferred Education: Associates Degree

Minimum Experience: 5 years administrative experience. Willing to learn
Timberline and Access.

Preferred Experience: Experience in an Administrative Assistant role in the
construction industry. Efficient with Microsoft Office,
Timberline and Access.



Attributes: Confidentiality Attention to Detail
Organizational Skills Time Management
Communication Skills Attentive Listener
Flexibility Adaptability
Consistent

Administrative Skills: Strong organizational skills.
Ability to communicate effectively with all levels.
Ability to follow policy and procedures.
Excellent verbal/written skills.
Ability to function in a high paced environment.

Machine Skill: Computer, calculator, telephone switchboard, copier, fax,
Dictaphone, postage machine and scanner

Working Conditions: Physical work (up to 40 pounds) typing 70 words per
minute.

Physical Demands: Sitting, standing, walking, lifting, carrying, reaching,
fingering, handling, hand/eye/foot coordination, repetitive
motions, talking, hearing.

Physical Strength: Sedentary work. Occasional lifting/carrying up to 40
pounds.

Vision Requirement: Ability to adjust vision to bring objects into focus.

Math: Ability to perform mathematical equations including simple
addition, subtraction, division, multiplication and simple
percentages.

Communicate: Ability to represent the organization in a professional and
positive manner.

Contacts: Exchange information with employees, co-worker,
subcontractors and vendors.


