
Our growing company is hiring for an associate coordinator. Thank you in advance
for taking a look at the list of responsibilities and qualifications. We look forward
to reviewing your resume.

Responsibilities for associate coordinator

Leading and directing the field staff who are engaged in ongoing water
treatment monitoring and maintenance activities
Tracking day to day activities of approximately 15 field staff
Preparing and planning for implementation of work
Preparing weekly, monthly and quarterly reports on site activities including
documentation of analytical results
Managing subcontractors as necessary for performance of the work
Developing partnerships with municipal, and state personnel, other
consultants and the public to improve the function of client’s projects
Communicating with clients, establishing goals and objectives for project
teams, and scheduling and coordinating resources to deliver work on time,
within budget and to the performance expectations of the client
Providing technical expertise on multi-disciplined projects as a QA/QC
reviewer, technical advisor, or leader
Leading teams in the preparation of reports and successful presentations,
developing scopes of work and budgets for various integrated projects
Review and updating of website content

Qualifications for associate coordinator

High school diploma or GED essential
0-1 years of experience performing administrative and assistant type duties is
essential
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Must have experience with and aptitude for technology
Attention to detail with exceptional telephone and customer service skills
Ability to prioritize and coordinate multiple responsibilities


