Available Positions:
Please send your resume and salary requirements to.
careers@journeymanco.com
                                              Or fax to 512-374-2999
Job Title: Construction Contract Administrator

Job Site Address:  Austin, Texas

JOB DESCRIPTION
Journeyman Construction has an immediate position available for a Construction Contract Administrator. A minimum of 3 years experience in construction contract administration is required. Commercial construction background is preferred. Must be highly skilled in contract preparation and review. Excellent skills in WORD and Excel are required.
Responsibilities:

· Support and assist Project Managers relative to specific jobs.

· Establish and maintain contact with subcontractors to ensure smooth working of the contract process.

· Process and assemble contracts and follow through.

· Request documents needed for the subcontract, such as bonds & insurance, etc.

· Ensure that certain requirements of the contract are met by the subcontractor.

· Process change orders.

· Review correspondence from subcontractors and respond as necessary.

· Act as liaison between subcontractors and Accounting.

· Process Pay Apps from subcontractors and ensure checks get processed.

· Request lien waivers as necessary.

· Process close-out documents.

· Filing of all documents relative to the owners, architects, subcontractors, etc.

Requirements:

· Must have 3 years previous experience as a Construction Contract Administrator

· Teamwork

· Works well under pressure

· Ability to multi-task

· Interpersonal skills

· Oral and written communication

· Good telephone etiquette

· Prioritize and plan work activities

· Dependability

· Problem solving

· Motivated

· Accurate and thorough

Computer Skills:

· MS Outlook Email

· MS Excel software

· MS Word software

· Timberline software

· Internet software

If selected, candidate must be able to pass a drug screen and background check.

Equal Employment Opportunity/Affirmative Action Plan employer
Job Title: File Clerk

Job Site Address:  Austin, Texas

JOB DESCRIPTION

Journeyman Construction has an immediate position available for a File Clerk. If selected, this person must be able to stand for frequent periods of time and have the physical mobility to file. Construction contract document experience is preferred.

Responsibilities:
Reads material and sorts according to job number
Files construction contracts and related documents
Retrieves materials for qualified personnel upon request
Keeps track of borrowed materials and ensures they are returned
Scans or copies records as needed
Types labels and sets up files for new jobs
Miscellaneous office duties

Requirements:
Accurate and Thorough
Dependable
Teamwork
Works well under pressure
Ability to multi-task
Interpersonal skills
Oral and written communication
Prioritize and plan work activities
Problem solving
Motivated

Computer Skills:
MS Excel software
MS Word software
MS Outlook Email
Internet Explorer

If selected, candidate must be able to pass a drug screen and background check.

Equal Employment Opportunity / Affirmative Action Plan employer
Job Title: Regional Senior Project Manager

Job Site Address: Houston

JOB DESCRIPTION

Responsibilities:

· Manage the company’s Houston office.

· Procure projects for the company in the Houston area.

· Plans, directs, and coordinates activities of designated project to ensure that goals or objectives of project are accomplished within prescribed time frame and funding parameters.

· Evaluates specifications or reviews project proposal or plan to determine time frame, funding limitations, procedures for accomplishing project, staffing requirements, and allotment of available resources to various phases of the construction project.

· Establishes work plan for each phase of the project, and arranges for recruitment or assignment of project personnel.

· Reviews status reports prepared by project personnel and modifies schedules or plans as required.

Requirements:

· 10 years minimum experience in construction project management.
· Marketing and light estimating skills.
· Bachelor’s Degree in Marketing, Construction or Architecture preferred.
· Must live in, work in, and be familiar with the Houston area.
· Must be willing to travel.

· Must have a valid driver's license, social security card, and transportation. 

· Must pass drug screen and criminal background check.

Language: English (Read, Write, Speak)


     Bi-lingual a plus (English/Spanish)
Compensation: Salary based on experience. Please submit salary requirements.
Email resume to careers@journeymanco.com or fax resume to 512-374-2999.
No phone calls please.

Equal Employment Opportunity/Affirmative Action Plan employer.
