Jacobson & Greiner

Group of Companies

Y| A ®IAN

POSITION:
Commercial Project Coordinator

COMPANY:
Jacobson Commercial Ltd.
Brandon, MB

START:

Immediately

WAGE:

TBD

HOURS of WORK:

Full-time

Position Description:

Reporting to the General Manager, the Commercial Project Coordinator will work alongside the project managers and will
provide estimating support for various tender formats, supporting tender submissions and maintaining accurate project
documentation throughout all phases of commercial construction projects.

Skills, Abilities & Experience

Experience in construction estimating and tender preparation.

Exceptional organizational and document management skills with a high attention to detail.
Ability to manage multiple projects, deadlines and priorities simultaneously.

Self-motivated individual with the ability to adapt to changing project requirements.
Proficient in Microsoft Office 365 and Microsoft Project.

Strong written and verbal communication skills.

Valid class 5 driver’s licence.

Job Duties

Prepare material take-offs and cost estimated for commercial construction projects.

Participate in bid coordination including invites, subcontractor communication and question management.

Review project plans, specifications and tender documents to determine project scope and pricing requirements.
Prepare and submit tender documents and estimate packages for bid opportunities.

Obtain and evaluate pricing from suppliers, subcontractors, and vendors.

Maintain and update project documentation, including drawings, specifications, RFls, PCNs, change orders, submittals,
schedule updates and related records.

Coordinate project closeout documentation and handovers

If you are interested in applying for this position, please submit your resume and cover letter to:
Email: humanresources@jandggroup.ca

We thank all who apply and advise that only those selected for further consideration will be contacted. Successful applicants will
be required to provide proof of licensure, including a clear driving abstract, upon hire, depending on the nature of the position.
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