PROJECT/ADMINISTRATIVE ASSISTANT
An Engineering and Architectural Consulting Firm is seeking qualified candidates for the position of Project/Administrative Assistant in our Kalamazoo Office. We are looking for professionals who have a passion for client/customer satisfaction, as well as the desire to continually face new challenges. As part of our team, you will find a strong sense of accomplishment as you see your collaborative efforts contribute to meeting the needs of our clients.

QUALIFICATIONS:
· 2-5 years of Administrative Experience (preferably in an Engineering/Architecture office)
· Intermediate to Advanced working knowledge of all Microsoft Office applications (candidates will be tested to determine skill level)

· Strong organizational skills, with proven experience prioritizing work and coordinating multiple projects simultaneously
· Ability to communicate openly and effectively both verbally and in writing

· Excellent proofreading and back-checking skills

· Natural comfort with numbers, basic mathematical calculations, and financial/budget tracking

· Exceptional problem solving, critical thinking, and customer service skills
· Willingness and ability to take full ownership of assigned work
· Innate desire to produce high-quality work with a strong focus on detail and accuracy
· Ability to take on new tasks and adapt to different work assignments and personalities
· Strong interpersonal, task management, and time management skills
· Eagerness for professional growth and challenging work
RESPONSIBILITIES:
· Assistance to Project Managers in preparing and issuing project documentation (Plans and Specifications, RFIs, Change Orders, etc.)
· Review of documents for completeness and quality, and expediting of final documents at the direction of the Project Managers
· Setup and maintenance of project construction records (RFIs, Change Orders, Shop Drawings, etc.)
· Preparation and review of client invoices

· Generation of professional services proposals and marketing materials for clients

· Management and communication of project budgets
· Attendance at design and construction meetings as needed, preparation of meeting minutes, action item lists, etc., and accurate and timely distribution of these documents
· Assistance to Project Managers in reviewing staff workload and project schedules

· Coordination and setup of both internal and external client and project meetings

· Scheduling and coordination of complex travel arrangements for multiple people and projects
· Entry and accuracy review of employee expense reports
· Administration and maintenance of Professional Engineer and Registered Architect licensing
· General office responsibilities such as answering phones, ordering supplies, and timesheet entry and tracking
BENEFITS:
· A motivational and supportive team environment designed to encourage not only individual, but also team success
· A fast-paced, high-energy atmosphere that encourages growth and advancement
· A variety of work that is both challenging and rewarding
· Competitive benefits, pay, and eligibility to participate in the company bonus program

· A casual, flexible and FUN atmosphere!

Please apply to nicole.crist@crbusa.com
