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	ACCESS COMMUNICATIONS GROUP, LLC
2017 Texas Ave.  
El Paso, TX 79903
Phone: (915) 845-0007
Fax:     (915) 565-1717
access@acglp.com     www.acglp.com

	


	Job Title: Estimator & Project Support

	Division/ Departments: Estimating

	Work Location: 2017 Texas Ave, El Paso TX 79901, El Paso and surrounding areas as required by contract work

	Job Type: Full-Time (40 hours/week)
	Pay Rate: Hourly   ☐    Salary ☒                        

	Reports To:  Head of the Dept.
	Supervisory Capacity: Yes ☐        No ☒


	Duties and Responsibilities

	The Project Estimator’s tasks are as follows (but not limited to):
We are looking for a Project Estimator with a minimum of 5 years’ experience estimating in construction, electrical, and a broad range of projects.

· Analyze labor, material, and time requirements for a project
· Responsible for scope, budget, and schedule development and the day-to-day management of all assigned projects.  
· Conduct review meeting with Project Leads to familiarize them with the project scope, schedule and budget at various phases of development.
· Review project plans, requirements and specifications
· Estimate costs by looking at the entire project
· Present cost estimates to management
· Prepare reports detailing all of the costs going into a project
· Notice differences between estimated cost and actual cost
· Work with the engineering team to prepare proposals
· Directs construction activities, including supervision of construction personnel and subcontract personnel assigned to the project; manages procurement of tools, equipment, and materials in conformance with project needs and work schedules.
· Inspects construction site to monitor progress and ensure conformance to plans, specifications, and safety standards.
· Perform other duties as assigned and required
· Light travel may be required for this position
· Work closely with team in any process, training, research and any other business needs.
· Support principles and needs for compliance with corporate accounting policies and procedures and controls by working with business partners
· Being a part of various initiatives spanning multiple departments and working well with administrative staff and department managers
· Building and analyze project results according to department requirements (trends, performance metrics, benchmarking)
· Support other new or ongoing projects as necessary. Including design, implementation, training and follow up as needed 
· Develop processes and procedures related to QMS and respective department
· Maintain organizational initiatives for Continues Improvement


	Work-Related Skills and Requirements

	· Troubleshooting abilities
· Excellent customer service skills
· Supervisory skills required 
· Microsoft Office proficiency (word, outlook, ppt, excel)
· Multitasking
· Ownership of instructed activities and processes. Take notes, provide follow ups, ask questions, be proactive.
· Ability to keep track of multiples schedules and tasks
· Critical Thinking and able to make decision efficiently with very little or no instructions
· Excellent time management skills
· Time management skills
· Follow Access Employee Handbook and Safety Handbook.


	Vocational Training Provided By

	Management Team

Company Core Values are required to be followed and maintained by every employee.

Accountability. Takes ownership of their deliverables; admits mistakes. First being true to ourselves and then to the rest.
Character as a company Is the distinctive mark/trait that sets us apart from all the others. It is our distinguishing quality feature both, for ourselves and those we interact with.

Integrity. Being honest and showing a consistent strong moral and ethical principles and values. 
 
Safety. #1 value to us. Condition of being protected from or unlikely to cause danger, risk, or injury.

Teamwork. Work together with the team to achieve a common goal or to complete a task in the most effective and efficient way.

Trustworthy. We provide constructive feedback despite personal differences in order to achieve the desired results. Solution versus positional mindsets that utilize shared values as an integral culture of synergy.






	Physical Requirements

	· Ability to lift up to 50 lbs.
· Full range of shoulder motion for installation of cabling in ceilings
· Valid Driver License
· Color Vision – cables are color-coded for safety reasons
· Dexterity – Full range of motion of hands and fingers is necessary
· Full range of shoulder motion for installation of cabling in ceilings
· Ability to work at a computer for extended period of time




	Personal Protective Equipment

	Basic Required:

Provided:  Hard Hats, Safety Vests, ____________ _________________________________________

Not Provided:  Steel-Toe Shoes, Long Pants, _________________________________________

	Special Jobs:

	Safety Training Provided By

	Safety Coordinator / Project Manager
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	Print Employee Name:

	Employee Signature:
	Hire Date:

	Hiring Supervisor:
	Date:

	HR Rep. / Pres. Signature:
	Date:

	Accounting Rep. Signature:
	Date:
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