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Electrical - Commercial - Project Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: Operations Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll run commercial electrical projects for general contractors and owners, from buyout to closeout. You manage submittals for gear and fixtures, RFIs, change orders and pay applications, coordinate with the other trades, and schedule utility service, inspections and startup testing. The Field Supervisor runs the electricians on site; you run the contract, the schedule and the money.
2. Essential Duties and Responsibilities
1. Buy out each job: confirm scope, set up the budget and schedule of values, and release gear, fixture and material orders.
1. Prepare and track submittals for switchgear, panelboards, lighting and controls, and chase ship dates on long-lead gear.
1. Write RFIs on design conflicts and missing information, and track the engineer's answers.
1. Price change orders and turn time-and-material tickets into signed change orders so all added work gets billed.
1. Coordinate ceiling space, sleeves and schedules with the general contractor and the mechanical, plumbing and fire protection trades.
1. Schedule utility service, rough-in, above-ceiling and final inspections, plus gear testing, fire alarm interface tests and lighting control checks with the commissioning agent.
1. Submit monthly pay applications, track retainage, and deliver closeout: as-builts, O&M manuals, test reports and warranties.
3. Key Tasks / Daily Activities
1. Attend the general contractor's coordination meeting and report our progress and needs.
1. Update the submittal, RFI and change order logs.
1. Review labor hours against budget with the Field Supervisor, and plan crew size for the next [two] weeks with the Operations Manager.
1. Walk the job to see what's ready for inspection and what's blocked by other trades.
1. Follow up with the distributor on gear and fixture ship dates.
4. Key Performance Indicators (KPIs)
1. Labor hours used against the labor budget: [your target].
1. Time-and-material tickets turned into signed change orders: [your target].
1. Gear and fixture submittals approved on first review: [your target].
1. Pay applications in by the general contractor's monthly cutoff: [your target].
1. Closeout packages accepted by the general contractor on first submittal: [your target].
5. Required Qualifications and Skills
1. [3+] years as a project manager or assistant project manager for a commercial electrical contractor.
1. Can read electrical drawings, one-line diagrams, panel schedules and specs.
1. Experience with submittals, RFIs, change orders, schedules of values and pay applications.
1. Working knowledge of the NEC and how commercial electrical inspections work in your area.
1. Comfortable in [your project management software] and a scheduling tool such as [your scheduling software].
6. Preferred Experience
1. Field background as a licensed electrician on commercial work.
1. NFPA 70E electrical safety training and OSHA 30.
1. Experience with lighting controls, generator and transfer switch startups, or fire alarm interfaces.
1. Experience with prevailing wage or public work and certified payroll.
7. Physical Requirements
1. Walk active sites, climb ladders and lifts, and check work above ceilings and in electrical rooms.
1. Carry plans, a laptop and testing equipment up to [25] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Office and field split, with weekly site meetings at each active job.
1. Regular hours: [7 a.m. to 4 p.m., Monday through Friday], with extra time near deadlines.
1. Some night or weekend work for shutdowns and utility cutovers.
1. Active construction sites with energized gear nearby, so PPE rules apply on every walk.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new project manager gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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