	JOB DESCRIPTION

	     POSITION: Project Manager
     REPORTS TO:  Owner/Manager

	     DEPARTMENT: Operations
     DATE PREPARED: May 2021



OBJECTIVE

Reporting directly to the Owner, the Project manager’s main objective is to schedule and build all residential housing projects for the company with the primary goal of completing the projects on-time and on budget.  

This involves all project management including maintaining and following a construction schedule, adhering to individual budgeted line items, managing and supervising trades on-site and creating systems and processes that increase efficiency and accountability.

The Project Manager provides direct support to management through the use of solid construction skills and building practices.
RESPONSIBILITIES

Management

· Responsible for the supervision and construction of single-family homes, duplexes, townhomes or any other residential project by The Zenith Group
· Organize, schedule, lead and supervise trades, ensuring that projects are delivered on-time and on budget

· Attend and participate in company meetings

· Facilitate and organize sub-trade meetings
· Change order management – Confirm pricing and detail

· Selection deadline management – 48-hour turnaround

· Manage construction volume and workflow

· Prompt email responses – within 24 hours
Production/Quality Control

· Coordinate project start-up
· Maintain a high standard of quality and accountability by conducting inspections, both procedural and municipal, throughout the construction process

· Manage job specific schedules to ensure jobs comply with the associated build times

· Inspect and review all sites on a regular basis, reporting to management any progress updates.

· Hold trades accountable for workmanship and deficiencies

· Regularly review specifications and drawings
· Coordinating subcontractor work and ensuring details are completed as defined in scopes of work
· Procure material and equipment and sub-trades as required by schedule and site conditions
· Update One-Notes – site notes for daily review

· Maintain customer possession schedules and dates
Site Maintenance

· Maintain professional work sites

· Maintain a safe and clean work environment

Profitability

· Assist the owner with obtaining, negotiating and evaluating bids for site work using a tendering process

· Work with owner to maintain and report on budget/schedule variances

· Monitor site costs for damages, theft and return trip charges

· Help with the transition of moving to a quote/purchase order system

· Review and approve construction invoices for processing
Safety

· Understand and implement OH&S safety requirements

· Hold trades and suppliers accountable for following safety protocol
· Administration of all site safety documentation and reporting

· Oversee site inspections and site security
Warranty/Service

· Manage post-construction processes and deficiency repairs

· Schedule trade day and warranty cleanup access

· Assisting with cost to complete and deficiency completion
Skillsets Required
· Demonstrates a proactive approach to problem solving

· Accountable to yourself and others
· Be self-sufficient and take charge where required using strong work ethics
· Communicate effectively with both internal and external clients

· Excellent relationship management skills that support interactions with customers, trade partners, suppliers and staff

· Detailed oriented

· Ability to manage multiple projects at one time
· Able to visualize, strategize, develop and implement systems and processes for a young growing company
· Self-managed and initiative driven

Qualifications
· Minimum 5 years of related supervisory experience in residential construction

· Bachelor degree in a related subject

· Experience in a computerized scheduling software

· Valid driver’s license required

· First aid certification is preferred

· Computer skills, including Microsoft Office (Excel, Word, Outlook)

Expectations
· To be financially accountable in all decisions.

· To demonstrate initiative and ability to work with minimum supervision

· Detailed, timely and accurate information.

· Forward thinking focused on efficiency and prioritization.

· Open, honest communication.
