
 
 

Position title: Construction Manager                                            Reports to: President & CEO   

Job Type: Full-time                    Salary: $40,000.00 - $45,000.00 per year 

Supported by: Building Committee 

 

For immediate consideration, please visit www.greatermatthewshabitat.org and follow 

instructions on how to apply. Application deadline is Friday, May 7, 2021. No phone calls 

please.  

 

Purpose of position:  

The Construction Manager is responsible for overseeing the construction and rehabilitation of all 

homes constructed/rehabbed by Greater Matthews Habitat for Humanity. This is a multi-faceted 

position requiring great attention to detail and the ability to successfully manage multiple 

priorities. All projects are to be delivered on-time and within budget. This individual must be 

dependable and possess superior organization and time management skills. This individual must 

be able to perform and manage others in the performance of tasks directly related to building and 

rehabbing Habitat project homes, while upholding the standard of partnerships, quality, safety, 

and team participation. This role is in the field approximately 70% of the time with 30% being in 

the office handing administrative duties.  

 

Specific responsibilities include: 

 

CONSTRUCTION 

1. Assures each house is built to plans including Habitats standard house designs.  

2. Works with General Contractor to acquire permits and assure the house is constructed to all 

local codes and ordinances- working to secure rough inspections, final inspections and 

Certificate of Occupancy. 

3. Establish a building material take off list (bid packet) for each build. 

4. Secure a minimum of 2 bids for materials and subcontractors. 

5. Communicate with subcontractors and inspectors to insure that their tasks are completed 

thoroughly, efficiently, with minimal call - backs and according to the established standards of 

quality and safety 

6. Works with the President & CEO to establish a budget for each build site. 

7. Construction Manager will work closely with the Volunteer Coordinator and Site 

Supervisor(s) to coordinate schedules, review weekly and make adjustments as necessary 

(including adding work days if needed). 

8. Ensures all needed materials and supplies are on site for work days. 

9. Compare all bills to budget, sign off on and give to President & CEO for approval. 

10. Work closely with the President & CEO and Homeowner Services Manager in ensuring all 

requirements and bids are secured to comply with grant requirements. 

11. Maintains certification as “Competent Person” through Habitat for Humanity international 

and assures that building committee volunteers are trained in safety requirements. 

12. Utilize Habitat's administrative tools for job management, e. g. the construction manual, 

safety guidelines, ordering forms, volunteer management, etc. Works to create processes to help 

streamline costs and guarantee efficiency.  

13. Provides for all projects scheduling to meet organizational goals, while working in 

cooperation with the volunteer coordinator. Ensures that the schedule is maintained by 

appropriately allocating all internal and external resources, independently managing potential 

concerns and providing for contingencies to ensure the timely completion of all homes. 

14. Provide a safe working environment at all times – Abiding by all Greater Matthews Habitat, 

OSHA, and EPA safety standards recording and reporting incidents to the President & CEO in a 

timely manner 



 

CRITICAL HOME REPAIR 

1. Responsible for learning about these programs and meeting with other affiliates conducting 

similar programs to help promote best practices and increase industry knowledge. 

2. In conjunction with the President & CEO and Homeowner Services Manager performs site 

visits to develop scope of work. Works to secure necessary bids and documents required to 

award contracts to subcontractors. Manages project from inception to completion taking 

pictures to document the project before and after.  

 

PARTNER FAMILY RELATIONS 

1. In conjunction with Homeowner Services Manager meets with newly selected families to talk 

about house design and their choices of shingle color, siding color, countertop color and 

appliance color. 

2. Work alongside the partner family on the construction of their home. 

3. Help facilitate and attend groundbreaking and home dedication ceremonies. 

4. Supervises a walk through with the Homeowner Services Manager for each build before it 

turns over for sale to the Partner Family. 

5. Conducts a one year walk through for each build with the Homeowner Services Manager and 

Family Support Person. 

 

BUILDING SITE VOLUNTEERS  

1. Works with Volunteer Coordinator to recruit volunteers for Saturday community/sponsor 

build days 

2. Responsible for training Volunteer crew leaders  

 

SITE PREPARATION 

1. Develop check off list to ensure site is appropriate for our build design 

2. These tasks will include, but are not limited to, clearing, grading, footing and foundation 

installation, and public utility coordination 

3. Ensure safe parking is available for volunteers, subcontractors 

4. Secure Port-a-Jon, on-site storage unit and dumpster 

 

BUILDING COMMITTEE 

1. Responsible for managing the Building Committee   

2. Schedule and attend required building and safety committee meetings. 

3. Maintain Habitat equipment, as assigned 

 

STAFF RELATIONS 

1. Attend staff meetings 

2. Obtain Competent Person Training Certification within 90 days of hire 

3. Attend Habitat and team trainings 

 

SKILLS REQUIRED 

1. Knowledge of and passion for the mission and ministry of Habitat for Humanity 

2. Professional construction and supervisory experience with a broad knowledge in project 

management. 

3. Ability to perform all construction tasks related to projects 

4. Broad knowledge in material procurement 

5. Through a formal bidding process secures HVAC, Plumbing, Electrical and other necessary 

subcontractor support 

6. Clearing/Grading, etc. services for new home construction and critical repairs. Negotiates all 

contracts with subcontractors ensuring that all work meets quality standards and that delivery 

of goods and services are on time and within budget. 

7. Must be comfortable talking in front of groups 

8. Must be able to lead groups of people and be flexible when things don’t go as planned 



9. Schedule Tuesday – Saturday and some evenings 

10. Strong computer skills 

11. Willingness and aptitude to learn and adopt Habitat model 

12. Able to analyze circumstances, make routine decisions, problem solve, and give direction in 

order to resolve  

13. Must have valid drivers license 

14. Must pass criminal background check and drug test 

 

PHYSICAL REQUIRMENTS 

1. Ability to operate hand and power tools necessary for basic construction tasks and able to 

instruct others on tool safety 

2. Able to read and interpret standard residential construction blueprints and engineered 

drawings 

3. Ability to climb ladders and scaffolding 

4. Ability to work and maneuver on roofs and high spaces 

5. Ability to work in tight confines and within crawlspaces 

6. Ability to maneuver over uneven ground 

7. Ability to lift up to 75 lbs unassisted 

8. Ability to stand most or all of any given day 

9. Ability to work outside for extended periods of time during all months of the year 
 

Benefits 

 Flexible schedule 

 Paid Time Off which included: 10 paid holidays; vacation time, sick time and 2 personal 

days  

 Available Benefits Include : Health Care, STD, LTD, Accident, Life insurance, 401K and 

Flex Spending 

 Dynamic, inclusive team environment  
 

Schedule 

 35 hour work week 

 Tuesday through Saturday (Saturdays are required) 

 Occasional evening for company events 
 

Education 

 High school or equivalent required 

 Bachelor degree preferred 
 

Experience 

 Construction: 3 years (Preferred)  

 Knowledge of residential home building process to include ability to actively participate 

in the physical construction of the home 

 Knowledge of current NC building codes, Habitat standards, and safety regulations 

 OSHA certification preferred but not required 
  

Work Location 

 Matthews and Mint Hill area 
 

Company's website 

 www.greatermatthewshabitat.org 
 

COVID-19 Precaution(s) 

 Remote interview process if desired by candidate 

 Personal protective equipment provided and required 

 Social distancing guidelines in place 

 Sanitizing, disinfecting, or cleaning procedures in place 


