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Construction Coordinator
Stefanie’s Duties

Hours Monday-Friday 7:30-4:00

1) Set Up Projects
a) Enter job info into computer & file

b) Enter Estimate

c) Insurance Certificates

d) Permitting

e) Final

f) Final counts on bids & order

g) Submittal Packages

h) Make 3 copies of Mechanical Pages from plans when turned into a job. 1 for TNB, 1 for Mike, 1 for Office

i) UPS plans & estimation sheet to TNB for new jobs so they know schedule ahead of time.

j) Always get with Mike on the TNB for Jobs

k) Bond (if applicable)

l) Obtain Schedule/& for employees

m) Weekly Schedule

n) On Fridays look up job orders/ QuickBooks/Check materials ordered

o) Purchasing

p) Inspection Scheduling

2) Plan Takeoff
a) Receive Plan- Make Bid File

b) Copy Equipment & Material Schedules then fax to appropriate vendors

c) Give file & Plan to Rob when receive quotes

3) Miscellaneous Duties

a) File

b) Back up Telephones

c) Input P.O. in Quickbooks

d) Check Mail

