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Job Description - Coordinator, Project

Coordinator, Project
FLSA Status: Exempt
Pay Grade: 16
Job Title ID: 160504
Job Series/Job Family: Business Services Series / Construction Family

Reports To

Executive Director, Facilities

Job Purpose

To provide project design and coordination in the planning, directing and construction of a variety of reconfiguration
and remodeling projects principally related to furnishings and minor remodeling.

Description of Duties and Tasks
Essential duties and responsibilities include the following. Other duties may be assigned.
Required
1. Plans, designs, and implements reconfiguration and minor remodeling projects; researches and evaluates

options for furniture, fixtures and equipment for use throughout the district's facilities.
2. Assists with the selection, acquisition, and installation of furniture, fixtures and equipment in major

construction projects.
3. Assists in the development and maintenance of design and system standards for the district's facilities.
4. Coordinates with other departments regarding furniture, fixtures and equipment needs.
5. Assists in the development of operating budgets for the department and capital budgets for capital

improvement programs.
6. Assists with drafting tasks in the department.

Knowledge
Must possess required knowledge and be able to explain and demonstrate, with or without reasonable
accommodations, that the essential functions of the job can be performed.
Required
• Architecture, interior design, and construction management.
• Project planning and management principles.
• Regulations regarding accessibility and hazardous materials found in buildings.
• Budget preparation, bid and purchasing procedures, and expense control.

Skills
Must possess required skills and be able to explain and demonstrate, with or without reasonable
accommodations, that the essential functions of the job can be performed.
Required
• Maintaining an established work schedule.
• Maintaining confidentiality of work related information and materials.
• Preparing budgets and monitoring the disbursement of funds.
• Performing all facets of projects such as coordinator of demolition, inspection, furnishings, moving, permits,

etc.
• Managing multiple projects and maintaining focus on top priorities.
• Effectively using interpersonal and communications skills including tact and diplomacy.
• Effectively using organizational, planning skills, and attention to detail.
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• Negotiating, evaluating and administering contracts.
• orelationships.

Computer Skills
Required
• Demonstrated proficiency using standard office software applications including AutoCAD, scheduling and

presentation software applications.

Physical Requirements
Required
• May be exposed to hazardous chemicals
• Occasional lifting of objects up to 40 pounds.
• Subject to standing, walking, sitting, bending, reaching, climbing, stooping, kneeling, pushing and pulling.
• Work is performed in both an internal and external environment with occasional exposure to inclement

weather and varying temperatures.

Work Experience
Required
• Four years related work experience.
Preferred
• Five years related work experience.

Education
Required
• Associate's degree in related field.
Preferred
• Bachelor's degree in architecture, interior design, or related field.

Licenses/Certifications
Required
• Valid Texas driver's license.

Other
Preferred
• Licensed as Interior Designer or Architect in the State of Texas.

Safety
Required
• Work safely and follow safety rules.  Report unsafe working conditions and behavior.  Take reasonable and

prudent actions to prevent others from engaging in unsafe practices.
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