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GROUP DESIGN / BUILD OB ORDER CONTRACTING




The Trevino Group
Job Description
Job Title: Project Assistant

               

FLSA Status: Exempt  


Reports To:  
 Sr. Project Administrator 
    

Date:  February 16, 2023


SUMMARY
Provides administrative support to the Project Management team, including, but not limited to project correspondence, manage project files, manuals and logbooks, assist with project close-outs, and file project documents.  Tracks, logs and verifies certified payroll, if applicable.  Properly documents and/or processes all required permits, insurance verifications for general and sub-contractors. Provides assistance to other management staff members as required.
DUTIES AND RESPONSIBILITIES
1. Creates and maintains project files and manuals and is responsible for complete and accurate information.
2. Generates and distributes project correspondence on behalf of the Project Management team.

3. Tracks, logs & verifies certified payroll, if applicable
4. Tracks, logs & verifies insurance for sub-contractors

5. Responsible for tracking submittals, billings, and close-out documents, if applicable.

6. Assist with processing subcontractor’s pay applications and vendor invoices.

7. Work closely with the Project Management team in resolving issues regarding project documentation and/or billing status.

8. Answers telephone and/or assist as needed

9. Exemplifies the service attitude of The Trevino Group

10. Performs other duties upon request

REQUIREMENTS
· High school diploma or GED equivalent

· Must type 50wpm and have above average knowledge of word processing and spreadsheet software.

· Previous accounting and construction experience required

WORKING ENVIRONMENT
Normal Working Environment.

