
  
 

TITLE: Associate Project Manager 
Department Estimating & Project 

Management 
Revised Date: May 21, 2026 

Reports to: Project Manager Direct Reports: No  
Location: Bernardsville, NJ Travel: 35% Travel  
Classification: Exempt (Salary)  Full-Time/Part-Time: Full-Time  

 

JOB SUMMARY 
 

The Associate Project Manager supports the successful planning, coordination, financial tracking, 
procurement, and execution of golf course construction projects from preconstruction through 
closeout. This role works closely with Project Managers, field leadership, vendors, subcontractors, 
and internal departments to help ensure projects are delivered safely, efficiently, on schedule, and 
within budget. 
 
The Associate Project Manager is responsible for assisting with project documentation, cost 
tracking, procurement coordination, billing support, scheduling, and day-to-day operational 
alignment between the office and field teams. This position is designed for individuals who are 
building their construction management and business operations experience while developing the 
leadership, communication, and decision-making skills necessary for future advancement into a 
Project Manager role. 
 
KEY RESPONSIBILITIES: 
FINANCIAL CONTROL 
• Assist with converting estimates into project budgets in Explorer, Smartsheet, and other company 

systems. 
• Track costs, committed costs, quantities, production rates, budget variances, change order exposure, 

billing status, and receivable status. 
• Prepare project cost reports, quantity logs, procurement logs, billing backup, and forecast support for 

review by the Project Manager. 
• Support biweekly billing preparation, including unit price quantities, schedule of values updates, stored 

material support, subcontractor backup, and owner required documentation. 
• Assist with change order pricing, quantity takeoffs, vendor quotes, subcontractor pricing, backup 

documentation, and change order logs. 
• Identify potential margin erosion, underbilling, missing change orders, production issues, and cost 

overruns, and escalate them to the Project Manager. 

PROCUREMENT AND BUYOUT 
• Support project buyout of materials and subcontractors in accordance with company procurement 

policies, approval authority, budget controls, and contract requirements. 
• Solicit vendor and subcontractor pricing, compare quotes, confirm scope coverage, identify exclusions, 

and prepare buyout recommendations for Project Manager review. 
• Assist with buying out major materials, including pipe, fittings, drainage structures, irrigation materials, 

bunker materials, gravel, sand, seed, sod, liners, specialty products, rental equipment, trucking, disposal, 
and other project specific needs. 



• Coordinate with estimating and field leadership to confirm quantities, specifications, approved 
substitutions, delivery timing, and logistics. 

• Prepare purchase requisitions, purchase orders, subcontract routing packages, and buyout tracking logs. 
• Track long lead items, delivery commitments, submittals, shop drawings, insurance, lien waivers, and 

vendor compliance. 
• Place approved purchase orders or releases within assigned authority limits when authorized by policy 

and the Project Manager. 

PRECONSTRUCTION AND PROJECT STARTUP 
• Prepare materials for internal preconstruction meetings, including estimate summaries, scope 

breakdowns, contract requirements, schedule milestones, procurement needs, long lead items, buyout 
plans, logistics needs, safety requirements, billing requirements, and open risks. 

• Lead portions of the internal preconstruction meeting as assigned by the Project Manager. 
• For smaller or lower risk projects, lead the internal preconstruction meeting under Project Manager 

oversight. 
• Track preconstruction action items and ensure follow up by estimating, operations, safety, fleet, logistics, 

purchasing, accounting, and project administration. 
• Support owner or client preconstruction meetings by preparing documentation, meeting notes, open issue 

lists, and follow up items. 

END TO END PROJECT MANAGEMENT 
• Review estimates, contracts, scopes, schedules, unit prices, alternates, exclusions, allowances, and 

project risks to understand project requirements. 
• Maintain project logs for RFIs, submittals, change orders, purchase orders, subcontracts, procurement 

status, billing, owner correspondence, and closeout items. 
• Track RFIs and submittals to ensure timely responses and distribution to field teams. 
• Assist with schedule updates, manpower forecasts, material delivery tracking, subcontractor 

coordination, and issue resolution. 
• Maintain project records to support claims, disputes, insurance matters, change orders, billing, and future 

estimating feedback. 
• Communicate project status, risks, procurement updates, billing needs, and documentation issues to the 

Project Manager and field leadership. 

FIELD OPERATIONS ALIGNMENT 
• Visit project sites to verify progress, review work in place, gather quantities, collect field documentation, 

and coordinate with Superintendents. 
• Support General Superintendents and Superintendents by helping remove administrative, procurement, 

documentation, and coordination obstacles. 
• Communicate material delivery status, subcontractor readiness, documentation gaps, and open 

commercial issues to field leadership. 
• Assist in identifying risks to schedule, budget, quality, safety, or client satisfaction. 
• Support workforce, equipment, and logistics planning as directed by the Project Manager and General 

Superintendent. 

CLOSEOUT AND LESSONS LEARNED 
• Assist with punch lists, warranty items, final billings, retainage release, lien waivers, as built 

documentation, closeout documents, demobilization tracking, and lessons learned. 
• Support post project reviews by comparing actual costs, quantities, production rates, buyout results, and 

margin performance against estimate. 
• Capture procurement, billing, change order, and production lessons that should improve future bids and 

project execution. 
 



 
 

SKILLS/ABILITIES/COMPENTENCIES:  
• Developing construction project management judgment. 
• Strong organization, documentation, and follow through. 
• Ability to understand estimates, budgets, quantities, production rates, committed costs, billing, and 

change order support. 
• Ability to coordinate vendors, subcontractors, field teams, accounting, estimating, fleet, safety, logistics, 

and clients. 
• Developing client communication skills and professional judgment. 
• Ability to identify risks, escalate issues, and help remove barriers to project execution. 
• Proficiency in Microsoft Office 365 and project management tools. 
• Ability to influence others without direct authority. 
• Commitment to safety, quality, accountability, and accurate documentation. 

 
SUPERVISORY RESPONSIBILITIES/SCOPE: 
• No direct reports. 
• Works under the direction of a Project Manager or senior project management leader. 
• May support multiple projects or take lead responsibility for smaller, lower risk, or developmental project 

assignments under oversight. 
• Performs project management work with developing independence but does not carry full project P&L 

authority unless specifically assigned. 
• Does not independently approve major purchases, execute subcontracts, negotiate material contract 

terms, settle claims, or commit company funds outside approved authority. 
 
EDUCATION AND EXPERIENCE: 
• Bachelor degree preferred in Construction Management, Engineering, Business, Finance, Accounting, or 

a related analytical field. 
• 2 to 5 years of construction, project controls, estimating, field coordination, procurement, accounting, or 

related business experience preferred. 
• Equivalent field or business experience may substitute for degree requirements where the employee 

demonstrates strong construction aptitude, organization, financial discipline, and communication ability. 
 

PHYSICAL REQUIREMENTS: 
• Ability to travel frequently. 
• Ability to work in outdoor construction environments. 
• Ability to walk project sites, stand for extended periods, and occasionally lift up to 25 lbs. 
 
OTHER DUTIES: 
A job description is not designed to cover a comprehensive listing of activities, duties or responsibilities that are 
required of each employee.  
  
Duties, responsibilities and activities may change or new ones may be assigned at any time.  
 
  
 
 


