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JOB DESCRIPTION
CONTRACT ADMINISTRATOR

MAJOR FUNCTIONS:  This is non-technical work involving the administration of project management functions of the organization.  Work is performed under the supervision of the Senior Project Manager.

ESSENTIAL DUTIES:  Performs routine functions for processing and monitoring subcontract agreements and vendor insurance; maintains and tracks construction logs for projects pre-bid, under bid, and in construction; processes all close-out documents at project completion; general word processing and clerical duties related to construction contracts.  Performs other non-essential duties as required.

KNOWLEDGE, EDUCATION, AND EXPERIENCE:  Knowledge of construction contract processing, general office equipment and computer skills for word processing and data entry/manipulation.  Ability to understand and follow verbal and written instructions.  Ability to establish and maintain effective working relationship with other employees is essential.
Graduation from High School or GED and two (2) years experience in the role as a construction contract administrator is required.

WORK SCHEDULE:  See employee handbook
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