
  

 

Job Title Production Coordinator 

Department Production 

Reports To:   
Direct and Dotted 

President 

FLSA & Category Classification Exempt Full Time 

Date Created 10/1/19 

Last Revision Date 3/1/2020 
 

Summary/Objective 

This position is the ultimate administrative role supporting the field in production operations at Burr. 

The Production Coordinator is a key part of daily operations supporting our crews installing roofing, 

siding, window, gutters, doors, decking, and general carpentry.  Assure all sold jobs are spec’d, priced, 

ordered, initiated, installed, and completed in a timely and professional manner.  This position is 

primarily an office role, working closely with our operations manager responsible for the field side of 

production. Responsible for assuring all materials and any equipment necessary to complete projects 

are available.  Coordinates with Operations to achieve superior performance and profitability. 

 

Essential Functions 

Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

Pre-Production 

1. Verify all measurements and pricing of projects to verify accurate scope and specifications on 

all within 10 days of contract signing. 

2. Generate comprehensive material lists for all projects. 

3. Quote and source competitive pricing from strategic partners for all materials 

4. Finalize and maintain work orders and labor pricing throughout all projects 

5. Communicate scheduling and logistics with project manager throughout project 

Administrative 

1. Actively participate in TQM program 

2. Assure all contract firewalls are completed within 10 days of contract signing 

3. Fill out and apply for necessary building permits 

4. Assure additional work orders are recorded and accurate 

5. Assure material and work orders are accurate and kept on schedule throughout project 

6. Assure any and all applicable regulatory compliance such as Lead RRP and OSHA. 



Industry 

1. Stay abreast of competitor behavior, pricing, and other developments. 

2. Stay abreast of industry developments in products, procedures, and codes. 

3. Attend appropriate initial and continuing industry training and credentialing programs. 

 

Competencies 

1. Minimum of two years’ proven experience making decisions and solving problems, resolving 
conflicts, and negotiating with others and deductive and inductive reasoning. 

2. Exemplary organizational skills 
3. Positive attitude and calm personality 
4. Must be able to manage time well 
5. Must be able to communicate clearly and professionally 
6. Existing building and/or construction knowledge essential 
7. Employee is responsible for maintaining a fully functional smartphone with data, text, & calling. 
8. Valid driver’s license with clean driving record 

 

Specialized Knowledge – Skills - Abilities 

Knowledge: Principles of material management, scheduling, meeting quality standards, and evaluating 

producibility.  Must be able to speak English and communicate effectively and professionally.  

Skills: Active listening – giving full attention to what other people are saying, taking time to understand 

the point being made, asking questions as appropriate, and not interrupting at inappropriate times.  

Must be able to think critically and solve complex problems.  

Abilities: Must have the ability to build rapport, always maintain a calm and professional demeanor and 

be able to negotiate when necessary. Must have good balance, ability to climb a ladder, and be able 

to safely walk around a construction site.  

 

Supervisor Responsibility 

This position does not have supervisory responsibilities. 

 

Work Environment 

This position is primary an office role with a quiet and professional workspace. While performing the 

duties of this job, the employee is occasionally exposed to fumes or airborne particles, moving 

mechanical parts and vibration. The employee is occasionally exposed to a variety of extreme 

conditions at construction job sites. While the noise level in the work environment is quiet the noise 

level on job sites can be loud. 

 



Physical Demands 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. 

While performing the duties of this job, the employee is regularly required to talk or hear. The 

employee is frequently required to stand; walk; use hands to finger, handle or feel; and reach with 

hands and arms. The employee is occasionally required to sit; climb or balance; and stoop, kneel, 

crouch or crawl. The employee must occasionally lift and move up to 40 pounds and occasionally lift 

and move up to 60 pounds. Specific vision abilities required by this job include close vision, distance 

vision, color vision, peripheral vision, depth perception and ability to adjust focus. Must be able to keep 

and regain balance while maintaining safety on the job site, at all times. 

 

Position Type/Expected Hours of Work 

This is a full-time position which will typically involve 45+ hours a week. Due to the nature of the job, 

the employee must be available on-call early/late hours to deal with delays, bad weather and 

emergencies at a job site.  

 

Travel 

Little to no travel required in performing the duties of this position. Employee is expected to travel as 

needed to participate in continuing education and conferences up to 3 times per year. 

 

Required Education and Experience 

Associates degree, or 36 months of related experience or training, or equivalent combination of 

education and experience. 

 

Preferred Education and Experience 

A degree in Construction Management, or 3-5 years of related experience working in operations, 

production, or equivalent combination of education and experience.  

  

Additional Eligibility Qualifications 

Proficiency in Microsoft office is a minimum requirement. Proficiency in basic CAD/design software 

preferred but not required. 

 



EEO Statement 

Burr Roofing Siding & Windows is an Equal Employment Opportunity Employer. 

 

Other Duties 

Please note this job description is not designed to cover or contain a comprehensive listing of activities, 

duties or responsibilities that are required of the employee for this job. Duties, responsibilities, and 

activities may change at any time with or without notice. 

 

Average Distribution of Workload 

5% - Meeting with customers and crews in the field 

85% - Production related paperwork – Measurements, material lists, change orders, etc. 

10% - Miscellaneous Tasks –Special Projects as per RTP, Meetings & Continuing Education 

* * * * * * * * * * 

 

Employee signature below constitutes employee's understanding of the requirements, essential 

functions, and duties of the position. 

 

Employee__________________________________  Date_____________ 

 

 


