
Reports to: [TITLE AND NAME OF PERSON THIS POSITION REPORTS TO]
Personnel reporting to: [TITLE AND NAMES OF THOSE THAT REPORT TO THIS POSITION]
 
[bookmark: _gjdgxs]Role Responsibilities
[NAME OF PERSON] holds the responsibility for the following roles: 
· [NAME OF ROLE 1] – responsible for [COMPLETE WITH HIGH LEVEL DESCRIPTION]. 
· [NAME OF ROLE 2] – responsible for [COMPLETE WITH HIGH LEVEL DESCRIPTION].
· [NAME OF ROLE 3] – responsible for [COMPLETE WITH HIGH LEVEL DESCRIPTION].
· [NAME OF ROLE 4] – responsible for [COMPLETE WITH HIGH LEVEL DESCRIPTION].
· [NAME OF ROLE 5] – responsible for [COMPLETE WITH HIGH LEVEL DESCRIPTION].
· [NAME OF ROLE 6] – responsible for [COMPLETE WITH HIGH LEVEL DESCRIPTION].
· [NAME OF ROLE 7] – responsible for [COMPLETE WITH HIGH LEVEL DESCRIPTION].

Sample of tasks and duties

[FirstName] [LastName]  | [JOB TITLE]
Role 1| Role Name                            Role 2| Role Name
Role 3| Role Name                            Role 4| Role Name
Role 5| Role Name                            Role 6| Role Name
Role 7| Role Name
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[NAME OF ROLE 1]
Tasks and duties
…
[NAME OF ROLE 2]
Tasks and duties
…
[NAME OF ROLE 3]
Tasks and duties
…
[NAME OF ROLE 4]
Tasks and duties
…

[NAME OF ROLE 5]
Tasks and duties
…

[NAME OF ROLE 6]
Tasks and duties
…

[NAME OF ROLE 7]
Tasks and duties
…


Requirements for Qualification to hold Role
· [DEGREES]
· [CERTIFICATIONS]
· [AREA AND TIME OF WORK EXPERIENCE

   Nice to have:
· [DEGREES]
· [CERTIFICATIONS]
· [AREA AND TIME OF WORK EXPERIENCE

Metrics for Success – for goal development
· [MEASUREMENT – SUCH AS $SALES CLOSED]
· [MEASUREMENT – SUCH AS CUSTOMER SATISFACTION]
· [MEASUREMENT – SUCH AS PUBLICATIONS]
· …

Skills and Trait Profile

· Skills
· [SKILL – SUCH AS BUDGETING]
· [SKILL – SUCH AS EDITING]
· [bookmark: _GoBack][SKILL – SUCH AS WRITTEN COMMUNICATION]
· Personality Traits
· [bookmark: _30j0zll][TRAIT – SUCH AS CURIOUS]
· [TRAIT – SUCH AS OBSERVANT]
· [TRAIT – SUCH AS SOCIABLE]
· 
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Shawn Perez | Project Manager
Role 1| Project Manager
Role 2| Estimator
Role 3| Detailing and Detailing Support
Role 4| Tekla and Steel Project IT Support

Role Responsibilities
Shawn holds the responsibility for four roles:

o Project Manager — estimates projects, conducts job walks and manages tracking budget to actually on a

daily basis.

o Estimator — responsible for determining the price, materials, and labor necessary for a particular job.
o Detailing and Detailing Support — assist in detailing when necessary and adjusting drawings where

necessary.

o Tekla and Steel Project IT Support - responsible for providing ad hoc support for IT related issues.

Sample of tasks and duties

PROJECT MANAGER

Progress meetings
Customer Communications

Scheduling

Getting material Quotes — Steel, Bolts etc.
(comparing pricing and delivery)

Coordination with Detailing (Discuss scope
and need by dates)

Coordination with Shop (Discuss scope and
need by dates)

Coordination with field (Discuss scope,
start and finish dates)

Requirements for Qualification to hold Role

e Jobrelated experience (5+ years)
e Industry related experience (5+ years)

Metrics for Success - for goal development
e Budget to Actual
e Customer Satisfaction

Skills and Trait Profile
e Skills
0 Tech savvy
0 Industry Knowledge
0 Customer Relationship
Management

Initials (RN)

ESTIMATING
Create Budget
Estimate/Quote: material, labor and
equipment
Firm Pricing budget to estimate: material,
labor and equipment

DETAILING AND DETAILING SUPPORT
Detailing and checking

TEKLA AND STEEL PROJECT IT SUPPORT
Tekla Support
Update licensing on in-house server

0 Trouble Shooting and Solutions
e Personality Traits

0 Level headed

0 Honest

Initials (SP)
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Shawn	Perez	|	Project	Manager	

Role	1|	Project	Manager	

Role	2|	Estimator	

Role	3|	Detailing	and	Detailing	Support	

	Role	4|	Tekla	and	Steel	Project	IT	Support	
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Role	Responsibilities	

Shawn holds the responsibility for four roles:  

o

  Project Manager – estimates projects, conducts job walks and manages tracking budget to actually on a 

daily basis.  

o

  Estimator – responsible for determining the price, materials, and labor necessary for a particular job. 

o

  Detailing and Detailing Support – assist in detailing when necessary and adjusting drawings where 

necessary. 

o

  Tekla and Steel Project IT Support  - responsible for providing ad hoc support for IT related issues. 

 

Sample	of	tasks	and	duties	
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Progress meetings 

Customer Communications 

  Scheduling 

  Getting material Quotes – Steel, Bolts etc. 

(comparing pricing and delivery) 

  Coordination with Detailing (Discuss scope 

and need by dates) 

  Coordination with Shop (Discuss scope and 

need by dates) 

  Coordination with field (Discuss scope, 

start and finish dates) 

 

E

STIMATING

 

Create Budget 

  Estimate/Quote: material, labor and 

equipment 

  Firm Pricing budget to estimate: material, 

labor and equipment 
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Detailing and checking 
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Tekla Support 

Update licensing on in-house server 

	

Requirements	for	Qualification	to	hold	Role	

●  Job	related	experience	(5+		years) 

●  Industry	related	experience	(5+	years) 

	

Metrics	for	Success	–	for	goal	development	

●  Budget	to	Actual 

●  Customer	Satisfaction 

	

Skills	and	Trait	Profile	

●  Skills 

o  Tech	savvy 

o  Industry	Knowledge 

o  Customer	Relationship	

Management 

o  Trouble	Shooting	and	Solutions 

●  Personality	Traits 

o  Level	headed 

o  Honest 

	

 

 

Initials	(RN)	_________	 	 	 	 	 	 	 	 Initials	(SP)	________	


