
  
 

TITLE: Estimating Associate 
Department Estimating  Revised Date: May 21, 2026 
Reports to: Director of Estimating Direct Reports: No  
Location: Bernardsville, NJ Travel: 10% - 20% Travel  
Classification: Exempt (Salary)  Full-Time/Part-Time: Full-Time  

 

JOB SUMMARY 
 

The Estimating Associate supports the preparation of accurate, organized, and competitive estimates for 
golf course construction and renovation projects. This role works closely with the Director of Estimating and 
cross-functional teams to assist with quantity takeoffs, drawing and specification review, vendor and 
subcontractor pricing, estimate organization, and bid documentation throughout the estimating process. 
 
The Estimating Associate plays a key role in maintaining estimate accuracy, tracking project information, 
identifying scope requirements, and supporting the overall bid strategy from initial project setup through 
estimate turnover to operations. This position collaborates with estimating, project management, field 
operations, irrigation, survey, purchasing, vendors, and subcontractors to help ensure estimates are 
complete, well documented, and aligned with project requirements and company standards. 
 
This role is designed for an analytical, detail-oriented individual who is looking to develop a strong 
understanding of construction estimating, golf course construction methods, production planning, and 
project cost drivers while building the technical and business skills necessary for future growth within the 
estimating and construction management team. 
 
KEY RESPONSIBILITIES: 
ESTIMATING SOFTWARE AND ESTIMATE SETUP 
• Set up new project estimates in the company estimating software in accordance with company standards, 

bid structure, cost codes, templates, naming conventions, and estimating procedures. 
• Create and maintain estimate folders, drawing files, specification files, addenda logs, bid forms, 

subcontractor quote logs, vendor quote logs, quantity backup, and estimate support documentation. 
• Load and organize plans, specifications, addenda, alternates, allowances, unit price schedules, bid 

forms, and related documents required to prepare a complete estimate. 
• Maintain version control for drawings, specifications, addenda, scope revisions, pricing updates, and bid 

changes. 
• Support the Director of Estimating by keeping estimate setup clean, current, and ready for review at each 

bid milestone. 

QUANTITY TAKEOFF AND MATERIAL IDENTIFICATION 
• Perform quantity takeoffs from drawings, specifications, sketches, site information, survey data, and other 

bid documents. 
• Take off quantities for golf course construction work, including earthwork, drainage, irrigation, bunker 

work, greens, tees, cart paths, gravel, sand, pipe, fittings, structures, seed, sod, grassing, erosion control, 
clearing, specialty materials, and other project specific scopes. 

• Review drawings and specifications to identify material requirements, installation requirements, 
measurement rules, alternates, unit price items, allowances, exclusions, and potential scope gaps. 

• Prepare quantity backup in a clear and traceable format so that estimating, project management, and 
operations can understand the basis of the estimate after award. 



• Reconcile takeoff quantities against bid forms, schedules of values, unit price tables, plan notes, details, 
and specification requirements. 

DRAWING, SPECIFICATION, AND SCOPE REVIEW 
• Read and interpret plans, specifications, details, geotechnical information, irrigation plans, drainage 

plans, grading plans, landscape plans, and other project documents. 
• Identify conflicts, missing information, unclear scope, unusual details, site constraints, owner 

requirements, product requirements, schedule concerns, and bid risk items. 
• Prepare questions, clarification items, and potential RFIs for review by the Director of Estimating. 
• Track addenda and confirm that estimate quantities, materials, pricing, and scope assumptions are 

updated for each change. 
• Support development of bid clarifications, exclusions, assumptions, alternates, and scope notes. 

VENDOR AND SUBCONTRACTOR PRICING 
• Assist with identifying vendors, suppliers, specialty subcontractors, trucking resources, disposal 

resources, rental vendors, and material sources needed for each estimate. 
• Develop and maintain professional vendor and subcontractor relationships to support competitive pricing, 

reliable lead time information, and improved market knowledge. 
• Solicit pricing in accordance with company policies and estimating direction, including clear scope 

descriptions, quantities, specifications, bid dates, delivery needs, and required response dates. 
• Organize vendor and subcontractor quotes, identify inclusions and exclusions, compare pricing, 

document assumptions, and flag gaps or inconsistencies for senior review. 
• Track long lead items, delivery risks, substitution options, freight considerations, escalation concerns, 

and market pricing trends that may affect the estimate. 

PRODUCTION AND COST SUPPORT 
• Develop a working understanding of field production rates, crew composition, equipment needs, 

sequencing, haul distances, material handling, installation methods, weather impacts, and other cost 
drivers. 

• Support the Director of Estimating in applying production assumptions to labor, equipment, material, 
subcontractor, and general condition costs. 

• Use historical job cost information, prior bids, production data, and feedback from operations to improve 
estimate accuracy. 

• Coordinate with General Superintendents, Superintendents, Project Managers, irrigation leadership, 
survey leadership, and field personnel to understand constructability, sequencing, production 
assumptions, and field risks. 

• Assist with bid comparisons, estimate checks, unit cost analysis, budget summaries, and final estimate 
review packages. 

SITE VISITS AND FIELD REVIEW 
• Attend pre-bid site visits, scope walks, and project review meetings as required. 
• Document site conditions, access constraints, haul routes, staging areas, drainage conditions, existing 

irrigation conditions, trees, utilities, adjacent properties, soil conditions, erosion control concerns, and 
other field observations relevant to the estimate. 

• Take clear notes, photos, measurements, and field observations and organize them for use in the 
estimate. 

• Identify site conditions that may affect production, equipment selection, material handling, trucking, 
subcontractor pricing, schedule, or bid risk. 

• Communicate site visit observations to the Director of Estimating and other estimating team members. 
 
 



BID SUPPORT AND ESTIMATE TURNOVER 
• Prepare estimate backup, quantity summaries, quote summaries, scope notes, bid tabs, bid forms, and 

internal review materials for Director of Estimating review. 
• Support internal bid review meetings by presenting quantity basis, material pricing, vendor quotes, 

subcontractor quotes, open issues, and scope assumptions as assigned. 
• Assist with final bid assembly, including pricing support, alternates, unit prices, allowances, clarifications, 

exclusions, and required bid documents. 
• After award, support estimate turnover to project management, operations, purchasing, and accounting 

by organizing estimate backup, quantity basis, vendor quotes, subcontractor scopes, assumptions, and 
risk items. 

• Participate in post bid and post project reviews to compare estimated quantities, production rates, 
materials, and costs against actual results. 

SYSTEMS AND PROCESS DISCIPLINE 
• Follow company estimating procedures, procurement policies, document control practices, approval 

workflows, and confidentiality requirements. 
• Maintain organized electronic files and clear estimate backup so bids can be reviewed, audited, and 

transferred to operations without confusion. 
• Support improvement of estimating templates, takeoff methods, quote logs, production databases, 

material lists, vendor lists, and standard scope checklists. 
• Protect company information, pricing, production data, vendor pricing, subcontractor pricing, client 

information, and bid strategy. 
• Demonstrate accountability, accuracy, follow through, and sound judgment in all estimating work. 

 
SKILLS/ABILITIES/COMPENTENCIES:  
• Strong analytical ability and attention to detail. 
• Ability to read drawings, specifications, details, bid forms, addenda, and scope documents. 
• Ability to perform accurate quantity takeoffs and maintain clear backup. 
• Developing understanding of golf course construction means and methods, production rates, materials, 

equipment, subcontractor scopes, and field constraints. 
• Strong organization, document control, and follow through. 
• Professional communication with vendors, subcontractors, designers, owners, project managers, and 

field teams. 
• Ability to ask practical questions, challenge unclear assumptions, and identify scope gaps or bid risks. 
• Proficiency in Microsoft Office 365 and ability to learn estimating software, takeoff software, Smartsheet, 

Explorer, SharePoint, and other company systems. 
• Sound judgment, confidentiality, accountability, and willingness to learn from field and estimating 

leadership. 
 

SUPERVISORY RESPONSIBILITIES/SCOPE: 
• No direct reports. 
• Works under the direction of the Director of Estimating or other designated estimating leader. 
• Coordinates with estimating, project management, operations, irrigation, survey, accounting, purchasing, 

vendors, and subcontractors. 
• May take the lead on estimate setup, quantity takeoff, quote tracking, and bid documentation for assigned 

projects or scopes. 
• Does not independently approve final pricing, submit bids, negotiate binding commitments, approve 

substitutions, or commit company funds without proper authorization. 
• This role may progress to Estimator, Senior Estimator, or other estimating leadership roles based on 

technical growth, judgment, reliability, production understanding, and bid performance. 



 
EDUCATION AND EXPERIENCE: 
• Bachelor degree preferred in Construction Management, Engineering, Business, Finance, Accounting, 

Landscape Architecture, Agronomy, or related analytical field. 
• Zero to three years of estimating, construction, project coordination, field, engineering, purchasing, or 

related business experience preferred. 
• Golf course construction, civil construction, irrigation, earthwork, drainage, landscape construction, or 

field operations experience is valuable. 
• Strong field experience, construction aptitude, or estimating support experience may substitute for a 

degree where the candidate demonstrates strong analytical and communication ability. 
 

PHYSICAL REQUIREMENTS: 
• Ability to work in an office environment and travel to project sites as required. 
 
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.  
 
  
 
 


