THE TREVINO GROUP

JOB DESCRIPTION

Job Title:     Business Development Assistant


FLSA Status: Non-Exempt  

Reports To: Director of Preconstruction



Date: January 31, 2024

SUMMARY
The business development assistant will be providing administrative support such as answering bid calls, organizing proposal files, creating monthly reports and assisting with compiling information needed for the proposal submission. Additional responsibilities will consist of managing the company’s social media accounts and organizing career fair events.  This individual will also ensure a high-level of customer service satisfaction with our customers and clients and assist our company with efforts to reach its sales goals.    
DUTIES AND RESPONSIBILITIES
1. Serves as the primary point of contact for new and current customers/clients.
2. Assist with putting together proposals for submission

3. Assist in the daily operations in the Business Development department and upkeep of the client database.

4. Generate content for company’s website and social media marketing platforms

5. Assist with organizing and attending career events with the business development team at various universities. 

6. Attend regular department meetings

7. Assist with taking project photos 

8. Assist with creating project worksheets

9. Order and maintain stock for the company’s apparel, safety vests and hardhats

10. Exemplifies the service attitude of The Trevino Group at all times
11. Performs other related duties upon request

REQUIREMENTS
· High school diploma or GED equivalent
· Preferred to have at least 1 year of experience working in a marketing department.
· Excellent communication and presentation skills
· Proficient in MS Office (Work, Excel, PowerPoint, Outlook, Teams, etc.)

· Excellent grammar and professional writing skills

· Strong organizational skills

· Must be able to travel as needed

WORKING ENVIRONMENT
· Normal Working Environment
· Must be able to lift up to 25 lbs
