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Position Title: Project Manager
Department: 
Department Supervisor: 
Direct Supervisor: 
Employment Status: Full Time, Base Salary + Commission 
Position Purpose and Objectives:
The role of the Project Manager at Matrix Roof & Home encompasses that of a skilled project leader dedicated to orchestrating the smooth execution of roofing projects for our clients. In this capacity, you will act as the vital link between clients, the construction team, and various internal departments, ensuring projects are delivered on time, within budget, and to the highest standards of quality and customer satisfaction. You will remain in contact with clients throughout the project's lifecycle.
Summary:
In this role, you will serve as a crucial representative of the Matrix Roof & Home brand. Your contribution will be instrumental in shaping our company's success. As a member of the Matrix family, you'll play a major role in ensuring that our clients' interactions with Matrix are positive and result in them becoming brand advocates. Your success in this role hinges on qualities such as self-motivation, professionalism, attention to detail, strong communication skills, adaptability, efficient multitasking, and a knack for cultivating relationships while adhering to established guidelines.
About This Company:
Established in 2007 in Vancouver, WA, Matrix Roof & Home is a privately owned company that has thrived due to its unwavering commitment to customers, fostering a family-like environment, prioritizing safety, and actively participating in the community. With a focus on gutters, roofing, windows, siding, and doors, Matrix Roof & Home is a women-owned General Contractor business that takes pride in delivering unparalleled customer service. Our dedication to integrity, fairness, reliability, and quality that surpasses industry standards makes Matrix Roof & Home a truly fulfilling workplace. For more information, visit www.matrixroof.com.
Responsibilities:
· Plan and manage roofing projects from start to finish, including obtaining permits, coordinating deliveries, and scheduling inspections.
· Supervise roofing crews and subcontractors to ensure quality workmanship and adherence to project specifications and safety standards.
· Communicate project progress, budget, and timelines effectively to stakeholders, including clients, management, and team members.
· Monitor project budgets and expenses; prepare and submit project cost estimates and progress reports.
· Resolve any issues or conflicts that may arise during construction or installation phases promptly and professionally.
· Conduct regular site visits and inspections to assess work quality, progress, and safety compliance.
· Ensure compliance with building codes, regulations, and safety standards.
· Maintain project documentation, including contracts, change orders, and material submittals.
· Collaborate with sales and estimating teams to review project proposals and provide input on project feasibility and requirements.
· Assist in job closeout and job costing/profitability analysis.



Required Knowledge, Skills, and Abilities:
· Strong organizational skills with the ability to manage multiple projects simultaneously.
· Excellent communication skills, both written and verbal, to effectively interact with clients and internal teams.
· Proficiency in project management principles and tools to ensure projects stay on track.
· Detail-oriented mindset to ensure accuracy and quality in project documentation.
· Problem-solving abilities to address issues proactively and find effective solutions.
· Customer-focused attitude with a commitment to delivering exceptional service.
· Proficiency in using relevant software tools and systems for project tracking and communication.
· Collaborative nature, able to work effectively within a team and across departments.
· Time management skills to prioritize tasks and meet project deadlines.

Preferred Qualifications:
· Previous experience in roofing project management, construction management, or a related role.
· Familiarity with project management software and tools, and CRMs.
· Proficient in Microsoft products.
· Understanding of industry-specific processes and terminology.

Physical Qualifications:
· Ability to work in an office environment, utilizing a computer and other office equipment.
· Some light physical activity may be required for tasks such as site visits and inspections.

Salary: $50,000 / year
Commission Percentage: 1% of total sales revenue 
Note: Commission will be subject to safety/violation holdbacks pending investigations.


Note: This job description is intended to provide an overview of the role's responsibilities and requirements. It may be subject to modification as necessary to fulfill the organization's needs.

Name:
Signature: ______________________________
Date: ________________
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