This position is for a construction project administrator
The candidate should have a minimum of 5 year experience with construction administration and processes. The duties of this position will include but will not be limited to:
         Enters change data into the System, including budgets, tasks, milestone events and more.
         Accountable for operations control procedure compliance & standards on allocated projects.
         Prepares reports showing booking, backlog, revenue, invoicing and cost actual and forecast.
         Prepares documents to process customer invoices, consistent with the terms and conditions of the contract for payment against project milestones, incidental services, and time & material.
         Can apply and maintain project control tools (workbook, Deliverables Control Index) for small projects.
         Monitors and tracks receivables. Coordinates with Finance, the Project Management and the customer to ensure prompt payment.
         Monitors and tracks payables.  Coordinates with Finance, the Project Management and the customer to ensure prompt payment.
         Control Timesheet input and T& L expenses charged to the project.
         Prepares and maintain updating the project documentation and information (Hard & Soft).
         Prepares project requisitions in support of project procurement.
         Prepares, Controls & Conciliate with Finance the closing number.
         Works with Senior Project Control to assist in Business Planning & Analysis.
         Perform Project Control and Project Control Manager as required
· Location - Calgary 
· How To Apply – Larry.fox3@honeywell.com 

· Date for Posting – open now 

· Expiry Date for Posting - date Oct 01 

