Milwaukee Habitat for Humanity
Construction Assistant
Job Description
	Title
	Construction Assistant

	Department(s)
	Construction

	Reports to
	Project Manager


Position Overview:
The Construction Assistant works with the Project Manager in overseeing all activities on assigned construction projects, helping to ensure all phases of the production schedule are maintained. The role of the Assistant is to lead, mentor, and teach AmeriCorps members, volunteers, and homeowners on site, ensure delivery of appropriate tools and materials, monitor quality control, track job status, and report it to the Project Manager.  The Project Manager will make a targeted effort to train the Construction Assistant to become a Construction Supervisor.

Job Tasks and Responsibilities:
· Work with the Construction and Volunteer Departments to coordinate the tasks to be completed with the appropriate numbers of volunteers and leaders.
· Work with volunteers, AmeriCorps, donors, and homeowners to ensure they are properly trained and engaged in the construction experience in a safe manner.
· Work with Project Manager on daily/weekly/monthly scheduling of labor, tools, and materials.

· Properly plan for, mentor, and support AmeriCorps and volunteers on a daily basis.
· Oversee and advise volunteers to ensure safe, accurate work and a positive atmosphere.
· Manage issues of job site safety and security, for people and equipment.
· Arrange daily pickup and delivery of tools and materials.
· At direction of Project Manager, monitor subcontracted work to ensure it is completed accurately and on schedule.
· Ensure AmeriCorps and volunteers adhere to all policies and procedures.
· Act as a construction liaison during construction process for homeowner and support homeowner experience as it relates to construction.

· Assist with punch-list and warranty concerns and repairs in a timely manner as requested by Project Manager.

· At regular meetings with Project Manager, discuss areas of training required in order to achieve goal of Construction Supervisor.

· Engage in training schedule with Project Manager in the areas of: Scheduling and attending building inspections, scheduling contractors, conduct house walk-throughs with new homeowner, and scheduling volunteers.
· Attend meetings as required and House Dedications.
· Assist in the maintenance, organization, and safety of the warehouse on a daily basis.
· Perform other duties as required by business needs and requested by the Project Manager or Director.
· Maintain clean and safe work environment.
· Support and engage in the mission of Milwaukee Habitat for Humanity.

Knowledge, Skills, Abilities and Personal Characteristics:

· Minimum of 2 years in residential construction with experience leading crews.
· Universal Dwelling Code and Green Building knowledge.
· Experience reading and interpreting house plans.
· Experience working with volunteers.
· Experience scheduling and overseeing contractors.
· Team player with excellent personnel management skills and capacity to build a strong team.
· Strong communication skills to work across departments and with various levels of management.
· Proven ability to manage a high-production construction schedule with multiple deadlines, in-house and outside resources and interdepartmental coordination.
· Demonstrated planning and organizational skills, including the ability to anticipate tasks, set priorities, meet deadlines, and function smoothly under strict deadlines and shifting priorities.
· Able to lift up to 75 pounds, perform heavy manual tasks, and be capable of performing outside duties under all weather conditions.
· OSHA-10 Construction Safety and Health certification a plus.
· Lead Safe Renovator Initial-8 certification a plus.
· Self-motivated and able to work without micromanagement.
· Able to respond to emergency situations calmly and effectively.
· Flexible, resilient, good natured personality.
· Willing to adapt and learn.
· Computer literacy with demonstrated experience in Microsoft Office (Word, Excel) and Internet.
· Ability to think strategically and to envision and balance "big-picture" priorities with daily workload.
· Commitment to affordable housing and Habitat's mission.
Disclaimer
The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification. They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. All personnel may be required to perform duties outside of their normal responsibilities from time to time, as needed.
Requirement:

I understand that as an employee of Milwaukee Habitat for Humanity that I may be called on to drive a Milwaukee Habitat vehicle.  I agree to keep a copy of my driver’s license in my employee file and will notify Human Resources immediately if it becomes invalid for any reason. I understand that this is a qualification requirement which means that if my license is suspended for certain reasons (such as a DUI or other ticket that takes away driving privileges) that my employment could be terminated.

Employee Name: _______________________________________________

Date: ________________________________________________________

