
  
 

TITLE: Project Coordinator 
Department Estimating & Project 

Management 
Revised Date: May 21, 2026 

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

 

JOB SUMMARY 
 

The Project Coordinator provides critical administrative and project support to the Estimating and 
Project Management teams throughout all phases of golf course construction projects. This role is 
responsible for helping maintain accurate project documentation, supporting procurement and 
billing processes, tracking project information, and ensuring communication and workflow 
coordination between office and field teams. 
 
The Project Coordinator plays a key role in keeping projects organized, compliant, and moving 
forward by managing logs, documentation, schedules, procurement tracking, and project support 
functions. This position works closely with Project Managers, Associate Project Managers, General 
Superintendents, Superintendents, vendors, subcontractors, accounting, and other internal 
departments to support efficient project execution from project startup through closeout. 
 
This role is ideal for a highly organized and detail-oriented individual who thrives in a fast-paced 
construction environment and is interested in developing a strong understanding of project 
operations, construction administration, and project coordination processes. 
 
KEY RESPONSIBILITIES: 
PROJECT ADMINISTRATION AND DOCUMENT CONTROL 
• Set up new projects in company systems, including Explorer, Smartsheet, SharePoint, and other required 

project tracking tools. 
• Maintain organized project files, including contracts, estimates, drawings, specifications, RFIs, submittals, 

change orders, meeting notes, purchase orders, subcontract documents, invoices, correspondence, and 
closeout documents. 

• Maintain project contact lists, distribution lists, document logs, action item logs, and meeting schedules. 
• Prepare draft agendas, meeting minutes, document packages, and follow up trackers for review by the 

Project Manager or Associate Project Manager. 
• Route documents for approval and maintain status visibility for project teams. 

BILLING AND FINANCIAL SUPPORT 
• Assist with gathering quantities, field backup, delivery tickets, subcontractor invoices, owner required 

support, and other documentation needed for progress billings. 
• Support unit price billing by organizing measured quantities, field reports, superintendent input, photos, 

and backup documentation. 
• Track billing deadlines, retainage requirements, stored material support, and required owner forms. 
• Maintain billing logs, receivable status logs, and backup documentation for review by the Project Manager 

or Associate Project Manager. 



• Assist with change order backup by organizing pricing support, quantity records, vendor quotes, 
subcontractor quotes, field photos, and correspondence. 

PROCUREMENT AND BUYOUT ADMINISTRATION 
• Support material and subcontractor buyout administration in accordance with company procurement 

policies, approval workflows, authority limits, and project budgets. 
• Prepare bid lists, issue pricing requests as directed, collect vendor quotes, organize quote comparisons, 

and maintain procurement and buyout logs. 
• Prepare purchase requisitions, purchase orders, subcontract routing packages, vendor setup requests, 

insurance requests, IRS Form W 9 requests, lien waiver trackers, and compliance documents. 
• Track material commitments, subcontract commitments, delivery dates, submittals, shop drawings, long 

lead items, backorders, substitutions, and missing vendor documents. 
• Escalate pricing, delivery, scope, approval, or compliance issues to the Associate Project Manager or 

Project Manager. 

PRECONSTRUCTION SUPPORT 
• Prepare materials for internal preconstruction meetings, including estimate summaries, scope lists, 

procurement logs, long lead item lists, logistics notes, contract documents, billing requirements, and open 
issue lists. 

• Attend internal preconstruction meetings and record decisions, action items, responsible parties, and due 
dates. 

• Track completion of preconstruction action items assigned to estimating, operations, safety, fleet, 
logistics, accounting, purchasing, and project administration. 

• Assist with distribution of preconstruction meeting notes and updated project startup information. 

FIELD OPERATIONS SUPPORT 
• Collect field reports, production quantities, labor information, equipment usage, delivery tickets, photos, 

and other project documentation. 
• Coordinate administrative needs with Superintendents, General Superintendents, Project Managers, and 

Associate Project Managers. 
• Track project documentation gaps that may affect billing, change orders, procurement, or closeout. 
• Support communication between the office and field teams by maintaining accurate logs and distributing 

approved information. 

CLOSEOUT SUPPORT 
• Assist with punch list documentation, warranty logs, final billing backup, retainage release support, lien 

waivers, closeout documents, as built documentation, and demobilization tracking. 
• Organize project records for post project review and future estimating reference. 
• Support lessons learned documentation by gathering cost, quantity, procurement, billing, and production 

information. 
 

SKILLS/ABILITIES/COMPENTENCIES:  
• Strong organization and document control discipline. 
• Attention to detail and ability to follow established processes. 
• Ability to manage logs, deadlines, documentation, and follow up items. 
• Basic understanding of construction workflows, procurement documents, billing support, and project 

records. 
• Professional written and verbal communication. 
• Comfort working with accounting, estimating, field, logistics, safety, fleet, vendors, and subcontractors. 
• Proficiency in Microsoft Office 365 and willingness to learn company systems such as Explorer, 

Smartsheet, SharePoint, and related tools. 



• Reliable, accountable, and able to work in a fast-moving project environment. 
 
 

SUPERVISORY RESPONSIBILITIES/SCOPE: 
• No direct reports. 
• Works under the direction of a Project Manager or Associate Project Manager. 
• Supports multiple projects or project managers depending on workload and project complexity. 
• Does not independently approve purchases, execute subcontracts, negotiate contract terms, approve 

change orders, direct field work, or commit company funds. 
• May progress to Associate Project Manager based on demonstrated construction knowledge, business 

judgment, ownership, communication ability, and reliability. 
 
EDUCATION AND EXPERIENCE: 
• High school diploma required. 
• Associate degree or bachelor degree in Business, Construction Management, Accounting, Engineering, 

or a related field preferred. 
• 0 to 3 years of construction administration, project coordination, procurement support, accounting 

support, or related business experience. 
• Equivalent administrative or field experience may substitute for formal education where the employee 

has strong organization and communication skills. 
 

PHYSICAL REQUIREMENTS: 
• Ability to travel periodically to project sites. 
• Ability to work in office and outdoor construction environments as needed. 
• Ability to sit, stand, walk project sites, 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.  
 
  
 
 


