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Restoration Contractors - Project Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: Production Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll own each water, fire and mold loss once the emergency crew has it stable. You write the scope in [your estimating software], get it approved by the insurance adjuster, watch the drying until it's done, and run the rebuild through to a signed certificate of completion. The property owner, the carrier and our crews all work from your plan.
2. Essential Duties and Responsibilities
1. Inspect each loss with the property owner and adjuster, document damage with photos and moisture readings, and split the work into mitigation and rebuild scopes.
1. Write line-item estimates in [your estimating software] that follow the carrier's guidelines, and send supplements with photos when hidden damage turns up.
1. Review moisture maps and daily drying logs from the Lead Technician / Specialist, and approve equipment pickup once materials reach the dry standard.
1. Settle scope and price with insurance adjusters and third-party administrators, and keep each claim file complete enough to pass an audit.
1. Plan the rebuild: order asbestos or lead testing where required, pull permits, order materials, and schedule our carpenters and subcontractors.
1. Collect deductibles, track insurance payments and mortgage-company check endorsements, and hand clean files to the Bookkeeper.
1. Close each job with a final walk-through, punch list and signed certificate of completion.
3. Key Tasks / Daily Activities
1. Call each customer on your list with what happened today and what happens next.
1. Review overnight drying logs and send a technician back where readings have stalled.
1. Meet an adjuster on site to walk a new loss or settle a disputed line item.
1. Add photos, signed work authorizations, change orders and adjuster emails to each claim file.
1. Check rebuild schedules with the Field Supervisor and move subcontractors when materials or approvals slip.
4. Key Performance Indicators (KPIs)
1. Days from mitigation complete to estimate submitted: [your target].
1. Estimates approved by the carrier without a reinspection: [your target].
1. Average drying days on water losses: [your target].
1. Days from first call to certificate of completion: [your target].
1. Insurance receivables past due: [your target].
5. Required Qualifications and Skills
1. [3+] years running insurance restoration jobs as a project manager, estimator or lead technician.
1. IICRC Water Damage Restoration Technician (WRT) certification, or the ability to earn it within [90] days of hire.
1. Can write a line-item insurance estimate in [your estimating software] and defend each line to an adjuster.
1. Understands moisture mapping, psychrometric readings and drying goals well enough to check a technician's logs.
1. Explains next steps calmly and clearly to people who just had a flood or fire in their home or business.
6. Preferred Experience
1. IICRC Applied Structural Drying (ASD), Fire and Smoke Restoration Technician (FSRT) or Applied Microbial Remediation Technician (AMRT) certification.
1. EPA Lead-Safe Certified Renovator (RRP) for rebuild work in older homes.
1. Experience with program work for carriers or third-party administrators.
1. Building background in framing, drywall and finish trades for the rebuild side.
1. Knows your state's mold remediation licensing rules, where your state has them.
7. Physical Requirements
1. Climb ladders, enter crawl spaces and attics, and walk wet or fire-damaged buildings to inspect losses.
1. Wear a fitted respirator and protective clothing on mold, soot and sewage losses.
1. Lift and carry moisture meters, a thermal camera and small equipment up to [30] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Most days are spent on losses and active rebuilds across [your service area], with office time for estimates.
1. Office and field hours: [7:30 a.m. to 5 p.m., Monday through Friday], built around adjuster appointments.
1. On-call rotation for after-hours losses: [your rotation].
1. Storms and freezes bring long days and, at times, travel to hard-hit areas.
1. Homes in the middle of a loss can be wet, smoky, dusty or moldy.
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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