
 

JOB DESCRIPTION 
 

POSITION:  SPECIAL PROJECTS ESTIMATOR 
DEPARTMENT:  SALES 
REPORTS TO:   VICE PRESIDENT OF SALES 
DATE:   NOVEMBER 2024 
 

JOB SUMMARY 
Primarily responsible for generating accurate and competitive cost estimates and submitting proposals on 
interior commercial construction projects with a focus on generating business. Building and maintaining 
customer and vendor relationships and selling all products at a targeted volume above a minimum margin 
through consistent follow up and negotiations. This new position targets quick-turn sales including interior 
buildouts, improvements, retro-fits and product replacement opportunities in the Corporate Interiors, 
Healthcare, Hospitality, Life Science, Mission Critical, Religious and Educational project markets. This is a full-
time position.                                                                                                                               
 

ESSENTIAL FUNCTIONS 
Business Development 

1. Develops relationships with new customers and maintain relationships with existing customers by 
attending various business development activities not limited to after-hours customer entertainment, 
lunches, dinners, continuing education, industry events, and involvement in select trade organizations. 

2. Identifies new markets and industries for existing products. 
3. Builds and maintains new and existing vendor relationships. 
4. Supports Architectural Consultants with the design of new and conceptual projects, creating awareness 

of company products and obtaining competitive advantage with design and specifications. 
 
Sales & Estimating 

1. Works in preconstruction/budgeting phases, as well as bidding new projects. This requires quantity take-offs, 
solicitation of vendor pricing, assessment of project specific risk/requirements, and evaluating appropriate 
material, equipment, and labor resources. 

2. Works in conjunction with Estimating Team and Vice President of Sales to determine appropriate bid 
opportunities. 

3. Works in conjunction with Architectural Sales Consultants to gain specifications approval of exclusive products 
on upcoming bid work by creating customer awareness, submitting substitution request, or presenting value-
engineering alternates based on project requirements. 

4. Drafts bid proposals for customers that accurately outline, scopes of work, qualifications, exclusions, costs and 
anticipated time frames for materials and installation. Presenting accurate and detailed numbers to our 
customers in a timely manner is essential. Bid date and times are deadline driven. 

5. Aggressively follows up on bid projects with the intent of closing scope packages at targeted margins for all 
exclusive and commodity product lines. 



 

6. Sells as many of the company’s product lines as possible on each project. The intent is to bundle multiple scopes 
of work on projects to create value for customers and volume for the company. 

7. Achieves or exceeds minimum target bid volume of $15 million per year with a close rate of 30% or higher at 
targeted margins. 

8. Reviews contracts for scope of work, pricing, insurance limits, special project requirements, bonds, retainage, 
and sales tax accuracy. Negotiates any contract issues or discrepancies with customer prior to project set up. 

9. Works with accounting to obtain credit approval and payment terms for new customers and new vendors prior 
to transition of awarded projects. 

10. Provides complete and accurate information for project setup, including construction drawings, detailed 
schedule of values, takeoffs, vendor quotes, special enrollments/requirements, identification of items that do 
not conform to plans/specs, unique scopes, contract issues, and any misc. correspondence. This information will 
be reviewed with Project Manager during project “handoff” meetings to ensure a seamless and proper 
transition of all projects.  

11. Prices change orders on existing contracts when necessary. 
12. Ensures availability for out-of-town travel for product training as required. 
13. Supports other department: project management, operations, and accounting, as necessary. 

 
EXPERIENCE REQUIRED 

1. Proficiency in reading and understanding architectural plans and specification. 
2. Previous commercial construction experience preferred. 
3. Knowledge of ADA and Building Code is a plus. 
4. Prior technical knowledge of building specialty products is a plus. 
 

ESSENTIAL SKILLS 
1. Detail oriented. 
2. Strong organizational skills. 
3. Proficient with technology including Microsoft Office Suite and CRMs.  
4. Dependable, energetic, and self-motivated. 
5. Team Player- must be capable and willing to support the team in all areas as needed. 
6. Excellent time management skills with ability to meet deadlines. 
7. Proficient in identifying/quantifying scopes of work (take-offs) from architectural plans. 
8. Strong analytical and critical thinking skills. 
9. The ability to learn and develop technical knowledge of all company products is critical to success 

in this position.  
10. Results driven. 

 

Note: This job description is considered the minimum requirements for the above-mentioned position. 
Duties may vary based on job types in the market in which the employee is working. This job description 
will be updated as required. 


