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POSITION DESCRIPTION
ESTIMATOR & PRE-CONSTRUCTION SUPPORT


Job Description: Estimator & Pre-construction Support

Position Overview:

At Elexco, the Estimator and Preconstruction Support is the first team member in line to support successful project outcomes and reports to the Director of Preconstruction. The Estimator must be highly organized, process focused, and detail oriented. The Estimator is responsible for the organization of documentation, accurate cost estimating, and proposal creation for all bids. 

To be successful, the Estimator will understand and apply standard industry practices including material takeoffs, material and sub-contractor bid evaluations, labor, equipment, and general conditions costing to ensure estimates meet all codes and specifications. When a bid is awarded, the Estimator will be responsible for collaborating with Project Managers on all final bid submittals, material requirements and purchasing of materials.  Effective communication skills are essential, the Estimator is the primary point of contact for customers, vendors and subcontractors when attending pre-bid meetings and project walk throughs.

Key Responsibilities:
· Enters and maintains the bid log for bid opportunities across all divisions
· Organizes and maintains all bid documentation according to standard processes 
· Attend pre-bid meetings and walk throughs as directed by Director of Preconstruction
· Analyzes drawings and specifications for project requirements
· Processes high quantities of highly accurate take-offs of materials with minimal mistakes 
· Solicits and analyzes pricing from vendors and subcontractors
· Assembles final numbers and creates proposals for customers
· Works with Project Managers to receive final approval of numbers and proposals
· Finalizes quotes and places material orders for active projects
· Enters and maintains order information in the material management system
· Works in the field with Construction Crews to gain hands on experience in Company operations to provide prospective on how to deliver comprehensive estimates

Required Qualifications:
· Task focused individual who is well organized, highly detailed and process oriented
· Practices time management independently to complete tasks on schedule
· Comfortable multi-tasking in a detail-oriented environment while maintaining a positive and upbeat attitude
· Team player, able to generate new ideas and handle change
· Proficiency software tools including Microsoft Office Suite and Smartsheet
· Valid driver license with the ability to travel between locations/jobsites as needed
· Class A Commercial Driver License (CDL) preferred and encouraged 

Preferred Qualifications:
· Associate’s degree or minimum of 1-2 year(s) estimating experience in the commercial construction industry, with an emphasis on excavating, underground construction, or telecommunications preferred. 
· Strong attention to detail
· Ability to read and analyze construction drawings and specifications 
· Strong math, analytical, and reasoning skills. 
· Excellent communication skills both verbal and written
· Proficient in Microsoft Office Suite
· Ability to build strong, professional relationships with colleges, vendors, and customers
· The ability to navigate working relationships and drive results while still maintaining an ultra-high level of confidentiality.

Work Environment
· The Estimator will work primarily in the main office/shop in Seymour
· Travel will be required to visit job sites or attend customer or vendor meetings, pre-bid walk-throughs and bid meetings
· A company vehicle will be provided when necessary for travel
· Travel will require occasional overnight stays in company provided lodging
· During the training period the Estimator will visit job sites to learn about the production process and demonstrate how the information presented to customers in bids and quotes impacts the work produced, field crews, and final outcomes for customers

Required Knowledge, Skills & Abilities
· Self-motivating
· Accurate, detail oriented
· Follows processes, presents opportunities for improvement
· Deadline driven
· Highly ethical
· Dynamic
· Efficient
· Organized
· Flexible
· Able to interpret with limited information

Demonstrate Organizational Values
· Elexco requires all employees to present themselves in a professional manner as ambassadors of the organization
· The Estimator will work collaboratively with team members across the organization in a harmonious and cooperative manner and to contribute positively to the overall culture of Elexco.
· Advocate for the Team and organizations 
· Hold yourself and all others affiliated with our organization accountable to the highest standards and ethics
· Seek opportunities for professional development and to train fellow team members
· Work toward continuous self-improvement and professional development

Physical Requirements
· Able to lift 50 lbs. independently and 100 lbs. with assistance from another person
· Work in inclement weather, including hot and cold temperatures
· Able to walk, climb stairs and ladders, stoop, kneel, and crouch
· Able to reach overhead, to the side, and in front with hands and arms
· Able to give and receive verbal directives
· Must have 20/20 vision or wear corrective eyewear to satisfy sight requirement
· Required to satisfy the State of Wisconsin mandated requirements for:
· peripheral vision
· depth perception
· color correct vision and hue saturation
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