THE TREVINO GROUP

JOB DESCRIPTION

Job Title:     Estimating Assistant




FLSA Status: Non-Exempt  

Reports To: Director of Preconstruction  



Revised Date: June 2023

SUMMARY
Responsible for support of the estimating department, notification, compilation, and subsequent storage of bid documentation.  Ensures subcontractor database, bid calendar and bid boards are kept up to date.  Evaluate bid specifications and drawings and preparing project budgets and estimates. Prepares bid take offs and preliminary schedules. Attends pre-bid meetings and site visits to record information on bid requirements and existing condition of project site.  Must have thorough knowledge of construction processes and documentation.  Must have excellent verbal and written communication skills in order to maintain good working relationships with all clients, subcontractors, and vendors.

DUTIES AND RESPONSIBILITIES
7.  Analyze blue prints and project specifications thoroughly to prepare estimates and budgets. 
8.  Provide pre and post bid information to Estimating team for Bid Log and Project Tracking updates. 

9.  Process invitations to bid, and distribute to appropriate subcontractors on the database.

10.  Review all sub bids and ensure subcontractors are in database.  Notes whether subcontractor is M/WBE, HUB, or has other certification and comply with the HUB requirements.
11.  Compile plans and specifications for distribution to individual subcontractors.  Ensure that all plans are picked up in accordance with call sheet.
12.  Ensures all addenda are included for review for each project.

13.  Continually update plan boards listing current bid time, addenda, etc.

14.  Establish working relationships with Clients, Architects, Engineers, Subcontractors, Vendors, and internal staff in other departments to discuss and formulate estimates. 

15.  Attend pre-bid meetings and site visits to record information on bid requirements and existing condition of project site.  

16.  Communicate with subcontractors and vendors to obtain quotes and estimates and ensure quotes received meet the requirements of project plans and specifications.

17.  Contact necessary individuals to resolve questions and irregularities with project specifications and/or subcontractor and supplier quotes. (RFIs) 

18.  Build preliminary Schedules 

19.  Assist proposals writer in preparing critical construction issues and schedule narratives.

20.  Attend networking functions as necessary and represent the company in a professional manner. 

21.  Exemplifies the service attitude of The Trevino Group at all times.

22.  Performs other related duties upon request.
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REQUIREMENTS
· High school diploma or GED equivalent.
· Associates Degree or College Degree in Related Field 

· At least five years previous experience.  
· Excellent verbal and written communication skills.

· Thorough knowledge of construction process, practices and documentation.

· Must have financial and/or accounting background in order to process financial documentation.

· Must have thorough knowledge of Microsoft Office Software and spreadsheet applications.

WORKING ENVIRONMENT
Normal Working Environment.

