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JOB TITLE:  Contract Administrator  
REPORTS TO:  CONTROLLER  

DEPARTMENT:  CONTRACT ADMINISTRATION  
 

Job Summary: To support Project Managers and assist with contract administration and other construction 
documents as required for legal reasons, record keeping, and accounting.  
 
Job Responsibilities:  

• Provide direct support and assistance as requested to assigned Project Managers  
• Assist estimating, accounting and project management with various clerical tasks as requested 
• Subcontract accounting tasks: Monthly payment applications, retention payment 
• Request, receive, log, verify,  and maintain current subcontractor insurance certificates  
• Prepare and distribute O&M Manuals as required  
• Issue Purchase Orders as applicable and as assigned  
• Enter cost codes and categories into Timberline software  
• Provide project assistance for Service Department as requested  
• Prepare, mail, and track all subcontracts for each project  
• Enter purchase orders into Timberline, provide copy to vendor when needed 
• Prepare, request and log submittal forms from sub contractors and suppliers 
• Maintain all Construction Documents 
• Prepare, verify, and distribute Change Orders as requested  
• Prepare, collate, and distribute all Close-out Documents per project  
• Maintain an accurate and up-to-date Project File 
• Prepare, track, maintain, and distribute correspondence to & from subcontractors (i.e. CO, Contracts, etc)  
• Perform various routine and non-routine office and clerical work (i.e. copying, filing, phones, etc.)  
• Post Cash Receipts daily to the Timberline Accounts Receivable module  
• Assist with various subcontract accounting assignments, i.e.: monthly payment application processing and 

retention payment processing. 
• Assist in preparing monthly Subcontractor Pay Apps. 
• Assist in processing transmittals and submittals 
 

Other Responsibilities:  
• While it is impossible to list every duty that may be asked of an employee, the Employer may ask that an 

employee do other duties as the business need arises.  
 
Required Knowledge, Skills, and Abilities (KSA): (Education and Experience)  

• High school diploma or equivalent  
• 1-2 years experience working in a clerical environment for a construction company  
• Computer literate in Microsoft Windows software & ability to learn new software easily  
• Organized, good attention to detail, and excellent time management  
• Good math, reading, and writing skills  
• Ability to communicate with diverse audiences  

 
 
 
Preferred (KSA) Qualifications:   

• Course work in business, construction management, or related field (AA preferred)  



JOB DESCRIPTION 

Contract Administrator  Job Description   9/11/2008 2 

• 1-2 years in a similar position  
• Bilingual in English/Spanish (desired)  

 
Other Requirements:  

• Valid Oregon Drivers license, insurance, and reliable transportation 
 
Physical Requirements:   
 
A.  The physical effort typically applied in this job includes (check all applicable boxes): 
 

   Lifting    Pulling   Reaching  Manipulating 
 Carrying   Pushing  Shoveling  Keying/typing 
 Other (specify)       

 
  
B. Whereas the following chart refers to lifting, any equivalent effort may be substituted): 
 

Amount of                                      % of Time Effort is Applied 
Effort Applied  Less than 15% 15% to 40% 40% to 70% More than 

70% 
Less than 1lb. X    
Between 1 & 5 lbs.  X     
Between 5 & 25 lbs.  X    
Between 25 & 60 lbs. X    
More than 60 lbs. X    

 
C.  The effort reflected in the above chart is typically applied in the following work positions (check those 
applicable):  
  

 Sitting  Standing  Walking  Normal     Comfortable 
 Stooping Bending  Confined  Challenging  Uncomfortable 
 Other (specify)  Climbing   Riding    

 
D.  MENTAL OR VISUAL DEMAND  -  Check the statement below  that best describes the degree of 
mental and/or visual fatigue typically sustained through the application of mind and eyes in performing  the 
essential functions of the job (please edit statement as needed to fit job): 
 

 Frequent mental or visual attention; the flow of work is either intermittent or the operation involves 
waiting for a machine or process to complete a cycle with intermittent checking or inspection involved. 

 Continuous mental and visual attention; the work is either repetitive or diversified requiring constant 
alertness to monitor the production process and/or identify defects. 

 Concentrated mental and visual attention; the work involves performing tasks to very close accuracy 
and quality specifications. 

 Intense and exacting mental and visual attention; the work involves visualizing, planning, layout out, 
or otherwise performing very involved and complex work. 

 
Working Conditions - The following charts indicate the presence, relative amount of, and continuity of exposure 
to disagreeable elements typically found in the physical work surroundings. 
 

A. Disagreeable elements incumbent would typically be exposed to in the work area: 
 

 Dust  Dirt  Heat  Cold 
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 Fumes  Noise  Vibration  Water 
 Other (specify)  Mold    

  
 
 
 

B. Physical surroundings or conditions under which the job is typically performed:  
 

 The job is performed under very comfortable working conditions; any disagreeable elements are 
generally absent during normal performance of job. 

 
 Work is performed under reasonably good working conditions; while exposure to any or all of the 

above elements may occur, such exposure is generally not present to the extent of being disagreeable. 
 

 The job is often performed under somewhat disagreeable working conditions; exposure to any or all 
of the above elements is likely, with at least one present to the extent of being disagreeable. 

 
 The job is continuously performed under disagreeable working conditions; exposure to any or all of 

the above elements is probable, with several being present to the extent of being objectionable. 
 

 Work is continuously performed under extremely disagreeable working conditions; exposure too 
many objectionable elements are both continuous and intensive. 

 
C. Equipment Used: 
 Computer   Standard office equipment   Standard Concrete tools  
 Calculator   Standard Carpentry tools  Dump truck, or other vehicle  
 Other (specify)  Heavy Equipment   Personal Protective Equipment  

 
FLSA STATUS - This identifies whether the position is eligible for overtime pay (Non-Exempt from the wage and 
hour law) or not eligible for overtime pay (Exempt from the wage and hour law). 
 NON-EXEMPT  
 
All employment is contingent on being medically and functionally qualified for the position. Batzer Inc. is a drug-free 
workplace; all employees must pass a pre-employment drug screen to be eligible for employment. Batzer Inc. is an At-Will  
employer. This job description is not to be construed as a contract. We reserve the right to employ at will. This means that 
employment can be terminated, with or without cause, and with or without notice, at any time at the option of the company or 
the option of the employee.  
 
I hereby acknowledge and accept the above statement:  
 
__________________________________  ___________________________________________ 
Employee Name      Employee Signature          Date  
 
__________________________________  ___________________________________________ 
Supervisor Name      Supervisor Signature                       Date  
 
__________________________________  ___________________________________________ 
Human Resource/Name     Human Resource/Signature              Date  
 
__________________________________  ___________________________________________ 
President/Officer Name      President/Officer Signature           Date  


