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Job Title: Intern 

Department: Operations 

Reports To: Clint Calvert 

FLSA Status: Nonexempt 

Prepared By: John Gilbertson 

Approved By: BOD 

Last Modified: 2022-05-03 

 

 

Job Summary 

• Assists the Preconstruction Team with bid opportunities, including quantity takeoffs, 

communication and coordination with Trade Partners, drafting bid packages, and 

populating bid tabulations. 

• Reviews technical specifications and bid documents. 

• Reviews and interprets Requests for Proposal. 

• Assists Project Teams with daily tasks, coordination, and project support. 

• Assists with schedule updates and coordination, draft Daily Logs, and draft Meeting 

Agendas. 

• Performs submittal reviews. 

• Assists with Subcontractor and Owner Pay Applications, draft PCO’s, draft RFI’s, and 

maintain drawing as-builts as directed. 

• Assists with Quality Control by evaluating conformance, layout, etc. 

• Assists with General Site Safety, maintain guardrails, identify potential hazards, etc. 

• Provides project cleanup and maintain and orderly jobsite. 

• Attends Sub Meetings and Owner-Architect Meetings. 

• Performs additional assignments per Supervisor’s direction.  

Job Accountabilities: 

 

Pre-Construction Phase -  

• Travel to potential jobsites to assist with gathering and documenting information on 

existing conditions, materials needed, equipment utilization, and required labor. 

• Attend meetings with Clients as necessary to document the Client’s needs by taking 

notes/meeting minutes for use in the development of the scope of work. 

• Assist with the preparation of bid packages for quote solicitations. 

• Assist with the review of subcontractor quotes for conformance with the bid requirements 

and reports any discrepancies to the Chief Estimator. 

• Compare proposals and/or quotations for use in selecting vendors or subcontractors and 

reports findings to the Chief Estimator. 

• Attend pre-bid meetings and site visits as required by the Client. 

• Assist with writing project specific proposals outlining specific scopes of work with 

detailed inclusions and exclusions as required to clearly communicate with the Client. 

• Help maintain a directory of suppliers, contractors and subcontractors.  
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• Assist in the preparation of the detailed project schedule and work with others as 

necessary to optimize project efficiency. 

Construction Phase -  

• Attend Progress Meetings with the Owner and Architect as necessary or as required by 

the Owner. 

o Assist with meeting preparation as directed. 

o Assist with the preparation and distribution of meeting minutes. 

• Understand the importance of cost coding as well as quantity reporting where applicable. 

• Understand how to monitor progress and cost on a regular basis, identifying current and 

potential problem areas.   

• Understand how to monitor the project schedule, tracking progress and potential 

completion.  

• Attend periodic Subcontractor meetings, if necessary, for proper coordination of the 

project. 

o Assist with the preparation of the Subcontractor Meeting agenda. 

o Review schedule progress and develop recovery plans with Subcontractors when 

necessary to maintain the project schedule. 

o Assist with the preparation and distribution of Meeting Minutes. 

• Understand how to review and approve monthly subcontractor billings and vendor 

invoices. 

• Help maintain a current drawing set and ensure that Subcontractors have received all 

updates, ASI’s, RFI’s, Addenda, etc.   

• Understand how to author all change orders on Owner Contracts, Subcontracts, and 

Purchase Orders. 

• Participate in financial progress discussions for the project during monthly budget review 

meetings. 

• Help prepare and maintain a daily construction report logging weather, daily activities, 

material deliveries, major milestones, challenges, and/or delays. 

• Understand how to ensure all work is performed in accordance with the plans and 

specifications.  Help inspect all work for quality control daily. 

• Document field changes to be included on as-built drawings. 

• Comply with all OSHA regulations. 

• Assist in maintaining a clean and orderly jobsite. 

Close Out Phase -  

• Assist with the preparation of logs for warranty items, post construction walk-

throughs/punch list walks, and the assembly of close out documents, etc. 

• Help monitor completion of the punch list.   

• Review all as-built drawings and ensure they are complete in accordance with the project 

requirements. 

• Assist with turning over all keys to the Owner. 

• Help ensure Test and Balance has been performed for all mechanical systems when 

appropriate. 
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Job Qualifications: 

• Minimum Education: Enrollment in a higher education program with an emphasis on 

Construction Management or similar related field. 

• Minimum Experience: N/A 

Physical/Environmental Demands: 

• Physical Demands: The physical demands described here are representative of those that 

must be met by an employee to successfully perform the essential functions of this job.  

While performing the duties of this position, simultaneous and repetitive use of the 

hands, wrists, and fingers is sometimes required.  Movements such as stooping, twisting, 

bending, reaching, crouching, and handling are required. The employee is frequently 

required to stand, walk, climb, balance, and reach with hands and arms. Frequent lifting 

and moving of 10 – 50 pounds may be required.  Audio, visual, and verbal functions are 

vital aspects to performing this position. 

• Environmental Demands: While performing the duties of this position, the employee may 

be exposed to fumes, airborne particles, moving mechanical parts and vibration.  The 

employee is occasionally exposed to a variety of extreme conditions at construction job 

sites.  The noise level in the work environment and job sites can be loud. 


