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Initials____________ 
Date_____________ 

 

 
 

 

 

2399 Riverside Parkway, P.O. Box 4229, Grand Junction, CO  81502, Phone (970) 245-0834, Fax (970) 245-2661, Email:  info@mays-mcsi.com 

 

POSITION DESCRIPTION  

 

Status:  Salary      Department:   MCSI 

Pay ID:  ____________    Job Title:   Senior Estimator/Project Manager 

Date:    8/20/2019     Reports to:    President and Vice President 

Location:  G.J. Office     Approval:   

 

General Purpose of Position: Estimating and management of all services provided by MCSI.  

 

Supervision Received: Occasional 

Supervision Exercised: Daily 

 

Essential Position Functions and Responsibilities:  

1. Ensure proper bidding techniques and format, determine actual costs of work performed for           

bidding purposes, compile bidding standards and forms. 

2.    Hands on estimating, project management, project administration.  

3.    Analyzes blueprints, specifications, and proposals.  

4. Makes on-site evaluations and measurements as well as other documentation to prepare 

time, cost and labor estimates for products, projects, or services.  

5. Apply knowledge of specialized methodologies, techniques, principles or processes for 

estimating and sales of all MCSI services or products in a timely manner. 

 

Tasks Performed by the Position:  

1. Organize and frequently monitor overall schedules for bidding and workload purposes.     

Initiate and ensure that weekly scheduling and planning are happening.  Insure that inter-

departmental communications are satisfactory. 

2.    Look for new work to bid, through customer communications, marketing, or advertisements.  

3. Monitors and organizes schedules for bidding and workloads.  

4. Initiates project schedules and planning.  

5. Insure communications with general manager, project manager, and supervisors regarding 

project schedules, materials, equipment, subcontractors, specifications, drawings, and 

project conditions.  

6. Monitor project progress, costs, compliance, and customer satisfaction.  

7. Frequently contact customers for enhanced relations.  

8. Confer with accounting and payroll departments in relation to new and in-progress projects.  

9. Acquires all necessary information for billings and submits the information to billing 

department in a timely manner or when due per contracts.  

10. Makes attendance to scheduled meetings with customers, suppliers, staff and crews.  
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10. May travel to sites for new and in-progress projects as needed for bids or information within 

our region of work.  

11. Attends seminars or educational programs provided by company.  

12. Keeps personal hygiene and personal appearance, vehicle and work area in a professional 

manner, and in compliance with company policy.  

 

Position Requirements: 

1. Minimum Education and Experience: College or continuing education is preferred. 

Minimum 5yrs. combined construction & supervisory positions relative to specialty or 

concrete construction. 

2. Minimum Required Skills, Ability, Licensing, Certification, Training, etc.: Good math 

skills (geometry), drawing skills, blue print reading, some surveying skills, phone skills, 

computer skills (Word & Excel), good verbal & communication skills, some marketing 

skills, writing skills, and good knowledge of general construction. A valid Colorado drivers 

license. No certification required. Training in related fields or seminars may be provided 

once a year.  

3. Tools, Equipment, or Machines Required to Operate: Computer, calculator, tape 

measures, levels (laser, water, & builder), camera, vehicles (standard & manual), copy 

machines, Fax machines, shredder, printers, telephones or radios, architect & engineering 

scales, drafting tools, and shovel & small hand tools.   

4. Testing Requirements: General math and computer ability. 

5. Physical Requirements:  

a.    General:  Good physical shape. 

b. Lifting:   able to lift 75lbs. 

c. Exposure to Elements:  Typical weather elements in this region. 

d. Handling of Dangerous Equipment:  None other than vehicle. 

e. Risk of Assault or Injury:  Low 

f. Other Hazardous Working Conditions:  Crawl spaces, confined spaces, wet or icy. 

6.    Scheduled Work Hours:  normal working hours 7 – 5:00 pm. 

 

Judgment/Decision Making: Continually with subcontractors, vendors, appointments, 

materials, good common sense. Confides with general manager on issues continuously. 

Maintains a focused ability to calculate and answer in an organized, orderly, efficient and timely 

manner. 

 

Supervision: 

1. Position Receives Direction From: President and Vice President. Any and all technical, 

contractual, scheduling, specialized methodologies, and techniques for estimating and sales 

for M C S I services. 

2. Position Directs:  Coordination with field supervisors and clerical persons to assist with 

estimates, contracts, proposals, drawings or letters. 

 

 

ALL EMPLOYMENT IS AT-WILL, MEANING THAT EITHER THE EMPLOYEE OR 

EMPLOYER MAY TERMINATE THE EMPLOYMENT RELATIONSHIP AT 

ANYTIME WITH OR WITHOUT CAUSE OR PRIOR NOTICE. 

 


