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PROJECT MANAGER

Reports to: President

Job Function:

Responsible for the safe completion of the project within budget, on schedule, and to Ellis’ quality
standards and the customer’s satisfaction. Initiate required action to achieve the project
objectives and ensure all project activities are consistent with contract documents and Ellis’
policies.

Duties and Responsibilities:
1. Initiate and maintain liaison with owners and other contacts to facilitate project activities.
2. Oversee and provide guidance of projects to staff.

3. Work with superintendent and foremen to plan, organize, and direct activities related to
construction projects.

4. Establish project objectives, policies, procedures, and performance standards within boundaries
of company policy and contract specifications.

5. Confer with superintendents and foremen to discuss such matters as work procedures,
complaints and construction progress.

6. Monitor and control project through collaborative administrative decisions with on-site staff to
ensure project is completed on schedule and within budget.

7. Proactively Investigate and foreshadow critical path obstacles, and implement corrective or
improvement measures.

8. Work accounting to manage financial elements of active contracts to protect Ellis’ interest,
while simultaneously maintaining good relationship with the customer.

9. Procure supplies and materials to complete a project per Ellis ordering matrix
10.Interpret and explain plans and contract terms to staff, workers and clients.

11.Proactively develop relationships with the trade-partner community, and nurture strong true
working partnerships with the same.

12.Ensure that every project is managed to maximize customer satisfaction.
13.Ensure job processes are followed in accordance with Ellis’ policies.

Job Specificities:
1. Pre-Construction

a) Upon direction of Project Executive, provide scheduling services (when
applicable) to projects during pre-construction phase. Update schedules  as needed
during pre-construction.

b) Participate in pre-construction planning as necessary.
¢) Create site staging and logistics plans (when necessary).
d) Pre-GMP review

i. Review estimate prior to establishment of GMP to provide input on
items for consideration and engage as nessesary in constructability
review.

2. Turn-Over

a) Upon direction of Project Executive, PM schedules meeting to receive, review,
and act on information provided by estimator.

i. PM needs to read the Cost Code Description in detail to familiarize
themselves with the work.

b) Review with estimators the scope, bids, cost codes, planned self-performance
work, etc. (see Turn-Over Meeting Agenda)
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3. Construction Administration

...continued

a) Review and become familiar with plans, specifications, contract, and project
requirements.

b) Create, administer, and update Overall Project Schedule.
i. Review short-interval schedule (created by Superintendent)

¢) Promptly Issue Subcontract Agreements (SAs) and material Purchase Orders
(POs) for items needed based on the contract requirements.

i. POs & SAs should be issued within 5-10 business days from receiving
a fully executed contract or GMP amendment and completing the Turn-
Over from Estimating.

ii. Critical long lead time items may need to be ordered prior to
completion of the turn-over process.

iii. Review and execute (sign) SAs and POs upon their return from
subcontractors/suppliers and update Procore accordingly.

iv. Ensure delivery dates meet project schedule.
d) Order non-PO materials pursuant to the Material Ordering Matrix
e) Submittals
i. Create submittal log as needed based on contract requirements.
ii. Distribute submittal log to project team.
iii. Receive, review, and distribute submittals for further review.

1. distribute back to subs/suppliers after architect, engineer,
and/or customer review.

f) Information gathering
i. Initiate RFIs to architect.
ii. Track RFIs to completion.
g) Changes in the work
i. Identify changes in work.
ii. Distribute change in work information to project team for pricing.
iii. Review pricing changes for accuracy and validity.
iv. Price contract changes and present to client for review and approval.

1. PM is responsible for distribution of change information
(CBs, PC) to project change.

2. PM is responsible for quantity survey, labor estimates and
review of subcontract and material supplier quotes.

3. Convey approved changes to Accounting to ensure accuracy
of Cost Coding is maintained. Including change in units,
measure, etc.

4. Review, approve, and document changes made on time sheets
from superintendents.

v. Following approval, adjust SAs and POs via the Change Order process
within (5) five working days of the change being approved
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vi. Monitor and manage contingency funds for a project.
vii. Monitor and manage allowances for a project.

viii. Monitor and proactively manage all budget line items for trades of
work and maximize use for project needs.

h) Project meetings
i. Schedule and create agendas for progress meetings.

ii. Facilitate meetings and record information to be included in the
meeting notes.

iii. Publish meeting notes to project team within 24-48 hours of
meeting.

i) Quality Control/Assurance (QC)

i. Schedule and create agendas for pre-task planning meetings for
individual trades of work or tasks of work.

ii. Review project requirements with team members.
iii. Discuss best practices with team members to achieve desired results.

iv. Publish meeting notes to team members within 24-36 hours of
meeting.

4. Site Visits
a) Conduct regular site visits to monitor progress and quality.

5. Assist and Support Superintendents in various on-site items including, but not
limited to:

a) Take project progress photos, upload to Procore
b) Help answer questions, and research information when necessary.
¢) Watch for and safety issues and address any and all issues identified.
d) Help with trade-partner/supplier questions and/or concerns.

6. Financial Reporting

a) Provide monthly Cost-to-Complete reporting at monthly PM meeting to
senior management.

7. Post-Construction/Close-Out

a) Provide information needed to create or create directly required close-out
documentation.

b) Work with project team to establish Substantial Completion date.
¢) Establish punch-list expectations in advance of punch-list publications.
d) Publish punch-list to team members.

e) Maintain contact with client through the warranty period to ensure warranty
work is being addressed when necessary.

f) Complete necessary paperwork to close-out a project.
i. Subcontractor rating
ii. Internal team evaluations
iii. Project information for Data Sheets and project award submissions.



Physical Demands

ACTIVITY FREQUENCY ACTIVITY FREQUENCY
Time Spent N |O |F [C |[Vision/Dexterity N|O |IF |C
Spend Time Sitting X' |Manual Dexterity X
Spend Time Standing X Finger Dexterity X
Spend Time Walking X Wrist-Finger Speed X
gro)g;d Time Bending or Twisting the X Peripheral Vision X
gfoeon;n-g,n:)? élr']aev‘\alll:rr:g Crouehins, X Far Vision X
ggaepfglc'jl';me Climbing Ladders, X Visual Color Discrimination X
Spend Time Keeping or
Regaining Balance Depth Perception X
I\S/Ipe_nd Time Making Repetitive X Skills Nlo IF lc
otions

Lift/Carry N |[O |F [C [Reading Comprehension X
Lift/Carry 10 Ibs. or less X Writing X
Lift/Carry 11-15 Ibs. X Letters and Memos X
Lift/Carry 16-20 Ibs. X Electronic Mail X
Lift/Carry 21-40 Ibs. X Speaking X
Lift/Carry 41-50 Ibs. X Public Speaking X
Lift/Carry 50-100+ Ibs. X Active Listening X
Push/Pull N |O |F |[C [Complex Problem Solving X
Push/Pull 12 Ibs. or less X Contact With Others X
Push/Pull 13-20 Ibs. X Exposure N|O |[F |C
Push/Pull 21-40 Ibs. X Very Hot or Cold Temperatures X
Push/Pull 41-100 Ibs. X Exposed to High Places X

Exposed to Hazardous Conditions X

Exposed to Disease or Infections X

Sounds, Noise Levels Are Distracting or X

Uncomfortable

Exposed to Whole Body Vibration

Operating Vehicles, Mechanized

Devices, or Equipment X

Key:

N - Never
0 - Occasionally; 1-33% of time

F - Frequently; 34-66% of time

C - Constantly; 67-100% of time




