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Construction Project Coordinator 
Job Description  

 

 Working cooperatively with project managers to eliminate blockers 

 Overseeing and monitoring construction project progress and tackling 

any issues that may arise 

 Seeking and issuing appropriate legal paperwork such as contracts and 

terms of the agreement 

 Ensuring that all standards and requirements are met by conducting 

quality assurance tests 

 Acting as a liaison between clients and contractors and subcontractors 

and communicating project status to all participants. 
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