11l HOME LEASING JOB DESCRIPTION

CONSTRUCTION
POSITION TITLE: PROJECT MANAGER
REPORTS TO: Vice President of Project Management

POSITION SUMMARY: Overall management and administration for construction projects. Includes but not
limited to: establishment and updating of the project schedule, cost tracking and reporting, change order
management, communication/meetings with Owner, and coordination with subcontractors.

ESSENTIAL DUTIES:

e Understanding and management of budgets for projects within Home Leasing Construction. Working with
subcontractors during the buyout process to make sure Home Leasing Construction is protected from
incomplete scopes and the costs are within the budget.

e Establish roles and responsibilities with the subcontractors and work to set expectations early in the
process.

e Establishing Project Schedules prior to the start of construction and maintaining updates to the schedule
throughout the project. Work with the subcontractors on durations and sequence so that the
subcontractors take ownership of the schedule. Establishing recovery schedules as needed.

o  Work through design issues or unforeseen conditions with the subcontractor and Design Team to come up
with viable answers to what can sometimes be very complex problems.

e Processing all RFI’s, COR’s, PCQO’s and Change Orders up stream as well as downstream, providing
appropriate documentation and information such that all parties have what they need to properly assess
the accuracy and legitimacy of Change Orders.

e  Work with our Superintendents and provide them the support they need to complete their duties.

e Responsible to make sure the correct products are being utilized through the bidding and submittal process.

e Responsible for holding the Subcontractors and Vendors to their agreements for cost and scope.

e Responsible for the entire close out process. Including preparing incomplete work lists and punch out, and
tracking the punch out daily to assure it is being completed 100% to avoid long delays at the very end of a
project. Assuring that each vendor and subcontractor has provided us all the warranty and O&M
information needed to be able to maintain the building and to make certain that all warranties are in place.

KNOWLEDGE AND SKILL REQUIREMENTS: Minimum 5-7 years of experience as a PM or equivalent role, in the
construction industry. Degree in Construction Management, or related field, preferred. Candidates must
understand the construction industry, job site safety requirements, planning and scheduling, building trades and
sequence of work, and relevant technology. Key competencies are initiative, communication, teamwork, and
dependability. Must be able to read plans and specifications. Technical skills: Microsoft Outlook and Excel.

This position may be required to follow other job-related instructions and to perform other job-related duties as
requested, subject to all applicable state and federal laws.
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