Job Description

Project Manager

Objective

Develops and implements plans, and manages, coordinates and monitors the schedules, costs and technical performance of projects in a manner that assures the completion of projects within budgets, time schedules and quality.

Reporting Relationships

The Project Manager reports to the Vice President of Construction Operations; reports activities, accomplishments and problems.  The following positions report to the project manager according to the organization chart:

1.
Site Superintendents

2.
Safety/Quality Coordinator

3
Field Administration

Communications

The position communicates routinely with customers, sub-contractors, superintendents, and ThomCo’s accounting and management staff in furtherance of the company’s objectives.

Authority

The position receives authority from the vice president of construction operations which is sufficient to discharge these assigned responsibilities.  Specific authority shall include:

1.
Hiring sub-contractors once the company’s selection criteria have been observed.

2.
Coaching, evaluating, disciplining, recommending compensation adjustment and personnel for separation from the company, once specific procedures have been followed.

3.
Terminating the services of sub-contractors upon consultation with the Vice President of Construction Operations

Responsibilities

· Develops project plans, budgets and schedules, monitors the performance of projects compared to project plans and takes action to bring projects’ performance in line with plans. 

· Evaluates the day-to-day management of projects, directs supervisory personnel and subcontractors engaged in planning and executing work procedures, interpreting specifications, and coordinating various phases of construction to prevent delays.

· Resolves disputes with subcontractors, vendors, and owner representatives, customers and/or communicates adverse conditions to vice president of construction operations in a timely manner.

· Collaborates with pre-construction services to prepare, review, and monitor data, information, and reports related to all costs involved in assigned projects.

· Creates and maintains effective working relationships with customers, while exceeding their expectations in terms of budget, quality and timely completion of projects. 

· Markets the company’s services to current and prospective customers, and completes all projects with a written correspondence from customers expressing their level of satisfaction with their projects.

· Makes sure that project operations are in compliance with designs, architectural drawings, company policy and specifications in furtherance of the expectations of customers.

· Assures that strict standards of safety are followed as a routine part of the department’s operations.

· Communicates with customers/owner representatives and verifies billing percentages according to the accounting cycle.  

Accountabilities

The Project Manager provides these weekly reports as a part of the company’s accountability system:

· Look Ahead Schedules:  

1.
Three Month Look Ahead

2.
Six week Look Ahead

3.
Weekly Look Ahead.

· Safety Training

· Accident Reporting

· Work in Progress Reports

· Project Billings

· Job Stat Reports

· New Work Released

· Estimates, Scope of Work

· Submittals

· Customer Communications

Regular Duties

· Evaluates the performance of subordinate staff according to the company’s performance management schedule.

· Creates look-ahead schedules, in 3 month, six week and one week phases, and develops an organization and responsibility matrix at the beginning of each project for ongoing review with project participants to ensure that work is completed on time and within budget.

· Establishes appropriate relationships and communication tools and systems with suppliers, sub-contractors and other key personnel to ensue that all material, supplies, tools, equipment, and personnel are obtained and available to assure the meeting of project schedules.

· Maintains systems to continuously recruit and evaluate the performance of subcontractors. 

· Creates a high performing team environment to include:
a.
Conducting regular project team meetings
b.
Providing recognition (team and individual)
c.
Providing corrective feedback specific to project tasks
d.
Ensuring high levels of enthusiasm for, and commitment to, the project.

· Develops and administers project budgets and fiscal controls, contracts, and quality control provisions, and continuously seeks out opportunities to reduce operations costs.

· Execute projects utilizing established standard project management methodology including planning, scheduling, monitoring and managing projects through the entire systems development lifecycle, and to ensure time, cost and scope meets the customer commitments.
· Deliver weekly accountability and progress reports in a technology solution that is consistent with approved technical, data architecture, hardware and software standards.
· Performs project cost estimating, value engineering and creates individual project proposals and estimates under the direction of the vice president of construction operations, who has final signature authority on all estimates.

· Assures that several construction and project administrative functions and activities are handled according to policy:

a.
Change orders, Deviation notices

b.
Submittals

c.
Contracts

d.
Close Outs

e.
Billing percentages and Work in progress

g.
Purchasing

h.
Request for Information

i.
Weekly Meetings

Measures of Performance

The Project Manager shall exceed performance expectations when the following have been consistently accomplished:

1.
Projects have been completed according to the expectations of customers (customers have provided written documentation of their level of satisfaction of completed and/or continuing projects) within budget, time and profit expectations.

2. 
Sales goals to existing and new customers have been achieved, or plans have been implemented to meet these objectives.  

3.
Estimate won lost ratios have consistently met or exceeded the company’s standards for acquiring projects.

4.
Field reports have documented the status of field operations and these have been provided to management in a timely and accurate manner.

5.
Staff (and sub-contractor’s) performance evaluations, staff training, and sub-contractor’s quality systems have been completed according to the company’s schedule, and plans have been implemented to improve sub-standard performance.

OBJECTIVES FOR THE POSITION

The Project Manager must attempt to accomplish his principal objectives and add value to ThomCo Enterprises, Inc. by transforming his approach to managing the construction site from that of Quality Inspector to that of Quality Manager.  This approach requires the PM to:

1.
Develop reliable construction processes capable of building quality into the process.

2.
Forcing those who are performing the work – sub-contractors to take responsibility for their work and to help them to build quality into their work, the first time. 

3.
Focusing on the Quality Control system, and identify problems and shows the sub-contractors how to improve their Quality Control system

4.
Reducing the number of punch-list items by 50 percent over the next 90 days and that are left over at the end of the construction cycle.

