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ASSISTANT PROJECT MANAGER                BAY AREA, CA
About Us:
FLINT focuses on the design-build and design-assist delivery methods, 

producing the highest quality of projects and yielding the greatest value to 

our clients. Our employees and industry partners are truly some of the best 

people you will ever work with. FLINT is built on values, ethics, quality design, 

and exceptional construction. Our “master builder” approach to design and 

construction is the hallmark of our firm. FLINT is honored to be selected as 

the General Contractor of the Year by the Associated Subcontractors Alliance 

of Sacramento for five consecutive years.

One of the key attributes to the success of FLINT is the employment and 

retention of highly talented individuals. From this, FLINT has established 

itself as one of the preeminent Design-Builders in the western region. Our 

relationships and experiences have shaped our purpose: to create an 

extraordinary building experience through collaboration with passionate 

professionals.

Who we are Seeking:
FLINT is seeking a motivated Assistant Project Manager to support the 

successful delivery of assigned construction projects. Working closely with 

and under the guidance of a Project Manager, the Assistant Project Manager 

helps manage project scheduling, documentation, and coordination to keep 

projects on track, on time, and within budget. This is a strong growth role 

for someone looking to build toward a full Project Manager position, gaining 

hands-on exposure to all phases of project execution alongside project 

engineers, quality control staff, and project coordinators.

Key Responsibilities:
	» Assist the Project Manager with day-to-day project coordination, 

scheduling, and documentation.

	» Track and process submittals, RFIs, change orders, and closeout 

documentation.

	» Help prepare and monitor project budgets, cost reports, and pay 

applications under PM guidance.

	» Coordinate with subcontractors, vendors, and the design team on 

deliverables and schedule needs.

COMPENSATION AND BENEFITS
	» Salary range of $110,000 - $130,000 

depending on experience

	» Comprehensive medical, dental,  
and vision coverage

	» 401k with a company match

	» Annual bonuses based off company 
success

	» 29 days of PTO

	» Recruiting bonuses

	» Personal use of FLINT Sprinter Van

	» Anniversary travel program with extra 
time off and a stipend for 5, 10, 15, 
20...years of service

	» Monthly company events (Ski day, 
4th of July camping, pro sporting 
events, golf, cornhole tournament, 
Friendsgiving, etc.)

	» Annual Christmas party with hotel (Past 
years: South Lake Tahoe, Kimpton 
Sawyer Sacramento, Incline Village, 
Sutter Club, Squaw Creek, etc.)

	» Company credit card

	» Phone allowance

	» Support implementation of Lean Construction principles and the Last 

Planner System on assigned projects.

	» Attend and help facilitate project meetings, distributing notes and 

tracking follow-up items.

	» Assist with quality control walkthroughs and punch list tracking.

	» Take on increasing project ownership over time, with a path toward 

Project Manager.

Desired Education/ Experience/ Skills:
	» Bachelor’s degree from an accredited university (Construction 

Management, Engineering, or related field preferred).

	» 2+ years of work experience in project engineering, project coordination, 
or project management support.

	» Working knowledge of construction trades and building processes.

	» Familiarity with Primavera P6, Viewpoint, Bluebeam, Pype, GCPay, and 
Microsoft Office Suite (or eagerness to learn).

	» Basic understanding of different delivery methods and contract types.

	» Strong written and verbal communication skills.

	» Exposure to or interest in Lean Construction and the Last Planner System.

	» LEED accreditation and DBIA certification are a plus, not required.

	» Strong organizational skills and attention to detail.

	» Excellent interpersonal skills and a proactive, positive attitude.

	» Ability to manage multiple tasks and meet deadlines in a fast-paced 
environment.

	» Maintains the highest level of ethical behavior and values.

	» Ready to contribute to a team-oriented environment at FLINT, supporting 
projects executed with precision and excellence.

How to Apply:
If interested in the Assistant Project Manager position, please contact Rachel 
Freed at rfreed@flintbuilders.com.

FLINT is an equal opportunity employer.
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