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POSITION DESCRITON – Temparay Full-Time Project Construction Manager 

 

Reports To:     Housing Director      Department: Housing  

   

Status:  Exempt                    Salary Range: DOE   

 

 

SUMMARY AND SCOPE OF THE POSITION:  

The Project Manager will be responsible for the planning, coordination, budgeting, and supervision of 

construction projects for PRCI Housing Department. 

 

PRIMARY DUTIES AND RESPONSIBILITIES:  

 Responsible for project team and their responsibilities. 

 Establish and maintain professional and effective relations with the owner, contractor, 

and architect. 

 Review and approve all change orders. 

 Responsible for complete project budget, ensures change orders falls within budget 

requirements. 

 Maintains close liaison with engineering team so the concepts and goals of the project 

are achieved, providing good technical guidance as needed. 

 Reviews project contract to determine most appropriate procedures, prepares budget 

projections and requirements. 

 Responsible for creating, reviewing, and implementing change orders. 

 Prepares monthly billing to be submit to client. 

 Ensures project buyout with subcontractors meets budget. 

 Assists accounting with project budgeting, finance, and cash flow. 

 Approve all subcontractor, supplier, and material invoices for payment ensuring that 

applications for payment are promptly submitted, payments are received, and funds are 

property disbursed. 

 Liaison with all subcontractors on jobsite. Responsible for contract and buyout of each 

subcontractor. 

 Monitors activities to ensure compliance with any government regulations that may 

apply. 

 Maintains close liaison with structural engineering firm, overseas all areas of contract 

scope is covered. 
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 Responsible for activities and the results of those activities specifically assigned and 

agreed upon. 

 Completes assigned projects in a timely manner, within project resources. 

 Ensures good coordination and effective project integration with existing systems. 

 Secures approvals on specifications and project completion as appropriate. 

 Keeps management informed of project progress and problems, particularly as to needed 

changes in schedule, resources, production, or installation. 

 Prepares periodic progress reports, estimates, and re-estimates, including productivity 

analysis for the President, Operations and Accounting. 

 Maintains appropriate expertise to ensure effective, solution-oriented service level. 

 Establishes schedule for implementation for project team. 

 Responds to problems in a timely, effective manner. 

 Attendance in the office/field during normal business hours. 

 Must have strong writing, technical and organizational skills as well as the ability to 

work well under pressure. 

 Excellent communication skills. 

 Demonstrated ability to deal with customers. 

 Organizational skills, follow-up, and efficiency skills required. 

 Ability to work with a variety of personalities, remaining flexible and solution oriented. 

 A self-motivated career professional that enjoys detailed project work, strong analytical 

skills, organizational skills, and works well under pressure. 

 Position demands maturity, confidentiality, and the ability to interface with various 

departments and individuals. 

 Must be flexible and able to work independently or as part of a team, as workflows 

dictate. 

 Ability to develop procedures and training tools for increased efficiency. 

 This position qualifies as a safety-sensitive position. A safety-sensitive position refers to 

a job in which the employee is responsible for their own or other people’s safety. It also 

refers to jobs that would be particularly dangerous if performed under the influence of 

drugs and alcohol. Safety-sensitive positions are often the focus of drug and alcohol 

testing. 

 All other duties assigned. 

 

MINIMUM QUALIFICATIONS:  

 High School Diploma or equivalency required; 

 Minimum 5+ year’s Project coordination or Project Management experience preferred. 

 1-2 year’s work experience in Project Management preferably in the Construction Field 

 Experience working with MS software is required; 

 Must be bondable under tribal insurance; 

 Must have ability to move and sit for extended time periods; 

 Must be able to lift a minimum of 20 lbs. 

 Successfully pass drug and alcohol test; 
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 Successfully pass background check. 

 Must possess a valid driver’s license  

 

Waiver of Educational or Experience Requirements 

The Housing Director for the PRCI Housing may waive the educational or experience requirements 

based on an evaluation of the experience or demonstrated competence of the job applicant. 

The information contained herein is not intended to be an all-inclusive list of the duties and 

responsibilities of the job, nor are they intended to be an all-inclusive list of the skills and abilities 

required to do the job. 

Management may, at its discretion, assign or reassign duties and responsibilities to this job at any time.  

The duties and responsibilities in this job description may be subject to change at any time due to 

reasonable accommodation or other reasons. 

 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee encounters 

while performing the primary functions of this job. Normal office conditions exist, and the noise level 

in the work environment can vary from low to moderate. Must be able to multitask and complete tasks 

as given. 

 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the primary functions of this job. While performing the duties of this job, are 

driving or riding in transport vehicles. The employee must occasionally lift and/or move up to 50 pounds. 

Specific vision abilities required talking and hearing are essential to communicate with staff. The 

employee must be able to access and navigate each department at the organization’s facilities. 

 

MENTAL DEMANDS 

There are several deadlines associated with this position. The employee must also multi-task and interact 

with a wide variety of people on various and, at times, complicated issues. 

 

PRCI TRIBAL PREFERENCE 

For purposes of hiring, promotions, transfers, and training all candidates must possess the ''Minimum 

Qualifications" stated in the job description or job announcement. Minimum Qualifications are defined 

as those entry-level qualifications essential to the performance of the basic responsibilities for each job 

category, including but not limited to education, training, specific work experience, employment record 

and physical skills (where applicable). Preference shall be given with respect to personnel decisions, 

layoffs, recalls, promotions, transfers, training and hiring. First, enrolled Tribal Members who meet the 

Minimum Qualifications shall not be denied if another individual at a lower preference has higher 

qualifications than are necessary for the position. Second, after preference is provided to enrolled Tribal 

Members, Native Americans who are enrolled members of a federally recognized tribe other than 

Picayune Rancheria of the Chukchansi Indians shall be provided preference over equally qualified non-

Indian candidates, however if the non-Indian candidate is more qualified, a business decision may be 

made to hire or promote the best candidate. If more than one person at the same preference level meets 

the Minimum Qualifications the decision-makers shall have discretionary authority to make the 
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appropriate business decision in the best interest of the Tribe. Accordingly, when preparing job 

descriptions or job announcements care should be taken to establish qualifications that fit the desired 

needs of the position. 

 

INDIAN PREFERENCE STATEMENT  

 

Under CFR 25, Part 276 and by Title VII of the Civil Rights Act, Section 701(b) and 703(i), preference 

in filling all vacancies provided to qualified PRCI Tribal Members and/or other American Indian/Alaska 

Native Candidates.  

  

 

 

              

Employee Signature       Date 

 

              

Approval Signature       Date 


