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1 PU

1. ription is to establish and define the authority, accountability, 

ing relationships, responsibilities, duties, and measures of performance of the 

RPOSE 

1 The purpose of this Job Desc

report

Project Manager III of DEW Corporation. 

2 BASIC FUNCTION  

2. at projects are planned, 

coordinated and completed in a timely, efficient, effective and profitable manner.   

3 R

3. The Project Manager III reports to, and is accountable to, the Senior Project Manager 

3.2 The following positions report directly to the Project Manager III: 

3.2.2   Project Superintendents 

4 

To perform this job successfully, an individual must be able to complete all areas outlined for this 

position in a satisfactory manner. The requirements listed below are representative of the 

knowledge, skills, and/or abilities necessary to meet the minimum job requirements of this 

position.  Reasonable accommodations may be made to enable individuals with disabilities to 

perform these essential functions. 

4.1 EDUCATION 

4.1.1 Required:  Bachelors Degree in Engineering (or other construction related field) or 

four (4) years of directly related experiences. 

4.1.2 Preferred:  Post Graduate Degree 

4.2 LICENSING/REGISTRATION/CERTIFICATION 

4.2.1 Required:  Valid Driver’s License 

4.2.2 Preferred:  Minnesota Professional Engineers License 

1 The basic function of the Project Manager II is to ensure th

EPORTING RELATIONSHIPS  

1 

3.2.1   Project Manager I (and/or II) when assigned to the project) 

JOB REQUIREMENTS 
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4.

4 red:  Five or more years experience as a Project Manager (or equivalent 

m of $20,000,000 in 

e of Timberline Software and experience in its project 

soft Office Product Suite, 

. 

4. S

4 sive knowledge of the general construction industry and the sub trades 

. 

eers, subcontractors 

4.4.4 Working knowledge of construction legal issues including contracts, liens, labor 

tainage and other related topics. 

4 cess of $15,000,000 

ting, Scheduling, QA 

(Spec Compliance), Submittals….. 

4 Ability to identify, troubleshoot and resolve problems on projects before they 

become major issues,  

4.4.7 Ability to develop business relationships and networking contacts to increase the 

company’s presence in the business community and results in new business 

opportunities. 

4.4.8 Ability to handle multiple tasks at the same time while maintaining attention to 

detail. 

3 EXPERIENCE 

.3.1 Requi

position) in a construction related organization with a minimu

annual sales.  

4.3.2 Preferred: Knowledg

management applications.  Also knowledge of Micro

(Outlook, Excel, Word) and Microsoft Project

4 KILLS, KNOWLEDGE, AND ABILITIES 

.4.1 Exten

4.4.2 Ability to consistently prepare accurate project cost estimates

4.4.3 Ability to successfully negotiate with owners’, architects, engin

and suppliers. 

standards, re

.4.5 Ability to manage all aspects of construction projects in ex

effectively and efficiently including but not limited to Budge

.4.6 
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4.4.9 Ability to meet scheduling deadlines 

4.4.10 Ability to work in stressful situations 

4.4.11 Ability to juggle resources to meet owner deadlines 

ject Management software  

ftware (or equivalent applications) 

4.4.14 Knowledge of Microsoft Office Applications 

4.4.15 Excellent written and verbal communication skills 

rsonnel. 

act with senior management 

5 AUTHORITY 

5. or Project Manager and has 

lly accomplish all of the duties and 

6 DUTIES AND RESPONSIBILITIES  

6. le of Values and Job Cost Estimates for new project quotes or 

negotiations.  Estimates will include contingency reserves and warranty reserves.   

6.2 Negotiate favorable Fee structure (and cost savings splits) with owners. 

6.3 Set up (or supervise the set-up) new jobs in Timberline on a timely basis, including (but 

not limited to): 

6.3.1 Initial Schedule of Values and Cost Estimate 

6.3.2 Project Checklist 

4.4.12 Knowledge of Timberline Pro

4.4.13 Knowledge of Microsoft Project so

4.4.16 Ability to supervise subordinate Project Managers and field pe

4.4.17 Ability to inter

1 The Project Manager III is selected and appointed by the Seni

been delegated the authority required to successfu

responsibilities of this position. 

1 Prepare Schedu
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6.3.3 Project Schedule 

6.  in the original estimate.  

I

6.5 Manage the project on a daily, weekly and monthly basis including (but not limited to): 

6 frame.  Ensure that the 

 excess of costs and 

6.5.2 Monitor, follow-up and collect all project receivables within the Contract’s terms. 

6 tor project progress, 

review issues and to ensure that owner is “HAPPY

6.3.4 Submittal Log 

4 Buy-out materials and sub-contractors at or below the amount

nitiate Subcontract process in Timberline. 

.5.1 Prepare Requests for Payment within the required time 

project is always in a positive cash position (i.e., Billings are in

estimated earnings). 

.5.3 Meet with owner (or owner representatives) weekly to moni

” with DEW’s performance.   

6.5.4 Complete buy-out of all subcontracts, material and other suppliers (if applicable) 

Prime Contract Execution.  Close out commitments using 

t the Total Estimate and 

6 tendent to ensure project is on schedule and on budget. 

6.5.6 Monitor and maintain the project schedule including scheduling subcontractors, 

6.5.7 Ensure all items on the Project checklist have been completed as required. 

6.5.8 Coordination of all project submittals.  Monitor submittal log to ensure all open 

items are resolved in a timely manner. 

6.5.9 Coordinate with the Project Superintendent all Requests for Information (RFI).  

Ensure that all field RFI’s have been entered into the Timberline system.  Review 

the RFI log to ensure that all open items are resolved on a timely basis. 

within four (4) weeks of 

the Budget Adjustment Procedure to ensure tha

Commitments equal (no remaining to commit amounts). 

.5.5 Supervise Project Superin

material suppliers and other vendors. 
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6 all Change Requests in a timely 

sure that all Change 

er. 

6.5.11 Process Change Orders for all approved Change Requests.  Adjust estimates, 

project schedule, submittals and other change order requirements in a timely 

manner. 

6 t estimates as required to ensure estimated 

 

6.5.13 Approve all subcontractor and supplier invoices prior to the month-end billing cut-

off verifying the amount and cost code to be charged. 

 that the punch list is completed in a 

timely and cost-effective way. 

6.6 Attend all required company meetings 

ccurate and timely manner. 

usiness like manner. 

intain business relationships which result in new business for the 

6.10 Comply with all company policies and procedures 

6.11 Maintain confidentiality of all company and client information. 

6.12 Any other duties assigned by the Senior Project Manager. 

7 MEASURES OF PERFORMANCE  

The Project Manager III of DEW Corporation shall be deemed to be performing in an acceptable 

manner when the following have been accomplished: 

.5.10 Identify, document and discuss with owner 

manner.  Monitor the Pending Change Request Log to en

Requests have been resolved in a timely manner with the own

.5.12 Monitor cost issues daily and adjus

costs are a true and accurate projection of final project costs.

6.5.14 Complete the close-out paperwork and insure

6.5.15 Close out project in a timely manner. 

6.7 Prepare all required company reports in an a

6.8 Represent the company in a professional b

6.9 Develop and ma

company. 
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7.1 All projects are completed within the contractual terms, in accordance with project 

specifications and on budget 

7.  to date. 

7. basis. 

7. , final sign-offs and punch lists are completed within 30 days of substantial 

elays (i.e., landscape, paving, etc) 

7. r exceed initial estimates on both a dollar and 

7.6 Owners are HAPPY and will use DEW Corporation for future projects. 

7.7 Meet or exceed goals for new business development. 

7. s 

 

8 Acknow

8.1 I

2 All project documentation (project files) is accurate, complete and up

3 Estimates of project costs are accurately maintained on a weekly 

4 Warranties

completion.  Exception would be winter or weather d

5 Profits (Fees) for all projects meet o

percentage basis. 

8 Project Manager is in compliance with DEW’s Policies and Procedure

ledgment 

 have reviewed and understand th b description and believe it to be accurate 

a

e above jo

nd complete, and I can successfully fulfill each duty or task.  I also agree management 

retains the right to change this job description at any time. 

_____________________________  _________ 

Employee’s Signature    Date 

_____________________________  _________ 

Immediate Supervisor’s Signature  Date 


