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JOB DESCRIPTION

	JOB TITLE

	Project Manager



	COMPANY

	Pro-Ject International, Inc



	LOCATION

	Tampa, Florida



	COMPANY PROFILE

	Founded in 1994, Pro-Ject International is a full service, multi discipline commercial real estate development, construction management and consulting firm, servicing Owners, Lenders, Design, Construction and Real Estate Professionals throughout the development community.  

Pro-Ject specializes in managing the development of real estate assets from inception through occupancy and operation of the facility.

Visit www.Pro-Ject.com

	SUPERVISION RECEIVED

	DIRECTLY
	Vice President

	INDIRECTLY
	Principal, Owner

	JOB SUMMARY

	Perform and assist with specific tasks in support of Pro-Ject International’s real estate development and consulting assignments.  The role will require the employee to assist in client communications, property investigations, market research, and support the design, permitting, and construction coordination process.  Specific tasks may include plan review, overall project schedule preparation and management, project budget management and interaction with those involved in the development process including design professionals, construction companies, attorneys, jurisdictional agencies, lenders, appraisers, and various other specialized consultants.

	TASKS / RESPONSIBILITIES

	· Assist in managing client projects, communications, and client relationships 

· Assist with the development of cost estimates, market analysis, and economic feasibility studies. 

· Assist in design procurement, coordination, governmental approvals, and construction management duties.

· Assist in the development and administration of project schedules and budgets.

· Conduct property research and due diligence investigations.

· Identify and communicate business development opportunities to Owner and/or Vice President

· Participate in, and contribute to the proposal preparation process.


	WORKING CONDITIONS

	HOURS/WEEK:
	OVERTIME:
	TRAVEL REQUIRED:

	40
	As needed
	Minimal

	QUALIFICATIONS, SKILLS & ABILITIES

	EDUCATION
	B.S. and prefer a post graduate degree in a combination of the following:  Design-Architecture/Land Planning; or Construction; or Civil Engineering/Urban Planning; or Real Estate; or Business Admin;  or Economics; or Finance/Accounting.

	EXPERIENCE
	Entry Level 

	SPECIFIC KNOWLEDGE
	· Skills in use of computers, preferably in PC, Windows-based operating environment

· Microsoft Office Software Applications

· Scheduling Software – Microsoft Project and/or Primavera Sure Track / Project Planner

	SKILLS REQUIRED
	· The ability to create a good impression on others by commanding attention and respect through competence, and by demonstrating confidence with both subordinates and clients, both orally and in writing.

· Flexibility and sensitivity when dealing with others and serving client needs

· A highly motivated self starter with the ability to work accurately and independently in a directed task environment

· Excellent time management and organizational skills.

· Maintain recording keeping systems and procedures

· Proven skills in creativity and innovation in finding the  most effective solution to project challenges

· The ability to identify, evaluate, and assimilate information before making quality decisions.

· A demonstrated ability to understand/respond to client needs

· Professional judgment regarding complex technical issues 

· Research, analytical, and critical thinking 

· Ability to evaluate and edit the content, structure, and format of a range of written material

	SALARY

	Salary commensurate with education and experience (will be discussed during the interviewing process)

	BENEFITS PACKAGE

	Major Medical Insurance; 401 K; Bonus Program; Paid Holidays; Vacation Pay; Paid Sick/Personal Days; Profit Sharing. 

	HOW TO APPLY

	Send Resume to:    Dremamuller@pro-ject.com 

Or mail to:

Pro-Ject International, Inc.

320 W. Kennedy Blvd, Suite 200

Tampa, FL.  33606

Attn:  Drema Muller, Personnel Consultant


The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification.  They are not intended to be construed as an exhaustive list of all responsibilities, duties, and skills required to personnel so classified.

