Project Coordinator  
Job Responsibilities:

The Project Coordinator will be responsible for:

· Initiating project set up through the creation of job work orders and cost files 
· Facilitating travel needs and set up for local labor 
· Coordinating and issuing purchase orders for equipment and material
· Soliciting and qualifying interested subcontractors

· Administrating daily job reports and other items per customer needs

· Assembling field job packets

· Locating/tracking shipments pertaining to projects

Knowledge/ Skills/Abilities:

The Project Coordinator must possess:

· Bachelors Degree in Construction Management/ Engineering or related field
· One to two years of experience in construction coordination or administration of projects is a plus
· Intermediate computer skills in MS Windows, Outlook, Excel, Word, and Internet Explorer

· Advanced communication skills 

· Advanced time management skills

· Advanced customer service skills

This position offers full benefits which include: competitive salary, excellent work environment, comprehensive health benefits, escalating vacation plan and 401K with employer contribution.
If interested, please submit resume to: 

· Fax to: 636-898-0926 

· E-mail to:  officehrmanager@gnhservices.com


