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A job description is written to describe work currently organized and performed by a fully qualified employee (who possesses knowledge, skills, and experience required by the position). One should be on file for each regular and part-time position. All functions must be performed accurately and within time constraints, adhering to safety and health rules and regulations, and demonstrating safe work practices while performing the following functions are mandatory.

JOB DESCRIPTION
COMPANY:
VANGUARD CONTRACTORS



Employment Status:











Regular

(
JOB TITLE:
SUPERINTENDENT





Temp












Full-Time
(
LOCATION:
VARIOUS LOCATIONS





Part-Time











Inter/Co-op

SUPERVISOR’S NAME: PROJECT MANAGER
JOB SUMMARY
On a project and/or site specific basis, a superintendent directs, supervises and coordinates the activities of all site based workers and subcontractors involved in the construction, renovation, installation, and repair of projects from mobilization through closeout documentation.
JOB FUNCTIONS
Formulates, schedules, and implements manpower, equipment, materials, subcontractors, resources, and tools per plans and specifications to insure the timely completion of the construction project.  

Coordinates and directs subcontractors supervisory personnel engaged in the execution of established work procedures, interpretation of specifications review of plans, and construction of various phases and disciplines to ensure proper and timely completion of project.
Coordinates the activities of all site specific VC employees through the established chain of command.
Coordinates the activities of supervisors, engineering architectural personnel and inspectors to ensure that the most cost effective and efficient construction methods are utilized. Insures the Project Manager and/or Program Manager is advised of any changes and issues arising on site.
Applies VC Safety and QC programs to ensure that applicable federal, state, and corporate regulations and policies are strictly followed in all daily operations.
Inspects work in progress to ensure compliance with plans and specifications. 
Completes and submit required documentation in accordance with VC policy including, but not limited to, preparing daily reports, safety inspections, timesheets, performance appraisals, and assigning cost codes to drop tickets, subcontractor applications for payment, etc.
Coordinates and directs workers and subcontractors in safety, quality, and weather related scheduling decisions.

Coordinates/performs layout procedures accurately using resources as estimated and needed on a project specific basis.
Can perform or coordinate all the essential functions of Lead Carpenter, Carpenter, and/or Laborer as needed on a project specific basis.
Reacts to changes in productivity and performs other duties as assigned.
This position is supervised: Moderately
Explain: Superintendent’s efforts are in coordination with Project management and moderate supervision is required.
Does this position have supervisory responsibility (i.e. responsible for hiring, firing, disciplinary action, performance appraisals, supervising, training, etc.): Yes  

If yes, list/estimate the number and title of positions that directly or indirectly report to this position (i.e. three laborers, four welders, etc.)

Explain: Will be responsible for all personnel on Vanguard Contractors project, including subcontractors, vendors, and visitors.
Does this position have access to confidential information? Yes
Explain: Access to information pertaining to costs codes, bid documents, and certain personnel documentation.
Does this position have access to or handle company funds? Yes
Explain: Authorize purchase for job-related materials.
Is it important to this position that the incumbent be able to communicate fluently in English? Yes
Explain: Ability to communicate fluently with customers, subcontractors, vendors, and cow-workers, etc.
JOB SPECIFICATIONS
(Requirements necessary for this position)

Education: High school diploma or general education degree (GED), BS degree preferred. (Is the minimal level of education necessary to prepare a person with the knowledge or skills to perform the essential functions of this position)

Experience: Five years of work experience as Superintendent and on the job training or equivalent combination of training and experience. (Work experience necessary to perform the essential functions of this position)

Skills and Abilities: Mathematical – ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Must have the ability to compute area, circumference, volume, rate, ratio, and percent and to draw and interpret bar graphs. Apply concepts of basic algebra and geometry. Reads and interprets blueprints and specifications. Proficient in Microsoft Office or equivalent and email/scheduling, PowerPoint, etc. (Competencies/proficiencies, talents, knowledge – united with readiness and dexterity, etc.) 

Other Requirements: Able to attend seminars, and continue education. Education and training are updated every year. (Apprentice programs, necessary licenses, certifications, etc.)

Pressure of Work: Pressure of work is fast-paced, a lot of responsibility involved in all aspects of job. (Pace, volume of work in short periods, distractions, etc. are encountered on the job)

Performance Factors: Check any of the following factors that are important to the successful performance of this position:
Problem Solving

(
Interpersonal Skills

(
Analytical Ability

(
Dexterity


(
Communication Skills:

Oral



(
Written



(
WORKING CONDITIONS
Are there particular working conditions associated with this position that should be noted (i.e. working environment, noise, temperature extremes, hours of work, travel, workspace, unpleasant conditions, etc.)

Protective gear must be used or worn: Yes
If yes, explain: Works in high, precarious places and in outside weather conditions and is regularly exposed to extreme cold and extreme heat. Will work near moving mechanical parts and is exposed to wet and/or humid conditions, fumes, or airborne particles, risk of electrical shock, and vibration. The noise level is moderate.
ANALYSIS OF PHYSICAL DEMANDS OF POSITION

Check physical demands that apply. Then briefly describe responsibilities that require the physical demands checked and the appropriate percentage of time or weight where required:

1. Strength:

a. Standing

25% of time

Walking

50% of time

Sitting

25% of time

b. Lifting

100 pounds

Regularly lifts and/or moves 50 to100







pounds or more



Carrying

100 pounds

Pushing

100 pounds

Pulling

100 pounds

Climbing


(



Balancing


(



2. Stooping


(



Kneeling


(



Crouching


(



Crawling


(



3. Reaching


(



Handing


(


Handle/operate objects, tools, & controls
4. Speaking


(



Hearing
(


Listens to employees and clients
5. Seeing


(


Close vision, distance vision, peripheral 
Vision, depth perception, and ability to

Adjust focus
Depth Perception

(



Color Vision


(



The above statements are intended to describe the general nature and level of work being performed by people assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties, skills, and physical demands required.

