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Help Build It!

					Construction Liaison Internship
Reports to: Director of Operations
Status: Unpaid Internship (16-20hrs/wk)
Travel: Minimal to Moderate

As a Construction Liaison Intern, you will be joining the sixth largest residential homebuilder in the United States of America! The opportunity to learn working knowledge and understanding of a professional construction management process, coupled with gaining in the field experience is invaluable.
The Construction Liaison Internship position can perform but are not limited to the following tasks:

I. Coordinates project activities with direct supervision from Project Manager / Director of Operations.
· Assists with weekly job meetings and prepares meeting minutes.
· Prepares and updates overall project schedules.
· Tracks all material deliveries.
· Expedites and reviews shop drawings.
· Coordinates daily construction process with team.
· Performs timely completion of project close out activities.
· Warehouse management to include managing material, tool inventory and vehicle maintenance schedule.
· Delivery of materials to project sites.

2. Performs contract administration activities with assistance.
· Drafts purchase orders, subcontracts and change orders for review by Project Manager /Director of Operations.
· Maintains project files for accuracy and completion.

3. Performs estimating functions as requested with assistance.
· Prepares solicitation list of subcontractors and suppliers.
· Tabulates and evaluates project bids.
· Performs initial pricing of estimate with assistance

Requirements for position:
· 
· Competent knowledge of basic phases of construction projects and mathematics functions (geometry, basic algebra).			
· Competent computer skills (Microsoft Office).	
· Written and verbal communication skills necessary.
· Ability to work with others in a team environment.
· Competent ability to perform all work in a timely, professional and efficient manner while effectively communicating and interacting with customers, clients, subcontractors and other third parties.
· Ability to connect with individuals of all income brackets, ages and professional levels.

To apply please send your cover letter and resume to Scott Milliken at smilliken@habitatoakland.org   
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