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CONTRACT ADMINISTRATOR ASSISTANT/RECEPTIONIST 
SUMMARY OF DUTIES:

Assists Project Managers by coordinating and performing administrative activities.  Responsible for Contract Admiration, managing phone calls, paperwork and clientele.
SPECIFIC DUTIES & RESPONSIBILITIES:

1. Processes incoming and outgoing calls to appropriate personnel.
2. Processes Contracts, PR’s, COR’s, CO’s and other related documents

3. Prepares Logs and tracks all subcontract documents.

4. Ensure project contracts are complete and filed on time

5. Routes incoming mail and processes outgoing mail including UPS and FedEx.
6. Composes and types interoffice correspondence relating to administrative functions needed.
7. Makes copies of correspondence or other printed materials as needed.
8. Assists with employment applications and new hire procedures such as paperwork and orientation for job site personnel and assists with other job site employment activities.
9. Assist with Organizing meetings, arranging travel and monitor expenses.
10. Maintain office supplies and oversee supply reordering.
11. Assists the maintenance and renewal of licensing requirements in the state and related municipalities where currently licensed in region of responsibility.
12. Handles maintenance and service calls on office equipment.
13. Performs other related functions as required or assigned.
14. File of sub/supplier contracts, change orders, COR’s & RFP’s.
15. Organizes/Assists with PR/Sponsorship events.

16. Track Certified Payroll

QUALIFICATION REQUIREMENTS:

SKILLS:

· Excellent communication skills, both written and verbal.

· Ability to manage multiple projects simultaneously.
· Ability to work independently as well as team player.

· Excellent organization and file management skills.

· Listens effectively to internal and external customer needs.

· Computer literate – Microsoft Outlook, Word, Excel, Construction ERP (preferred).

EDUCATION:

· Associate’s Degree or equivalent from a two-year college or technical school preferred.
WORK EXPERIENCE:

· Minimum of three (3) years of experience in a construction office environment
PHYSICAL REQUIREMENTS:

●
Visual acuity to process paperwork.

●
Must be able to sit at a desk for long periods of time.

●
Must have tolerance to stress and act with a sense of urgency.
