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	Swenson Stone Consultants is a world leader in the architectural stone field.  Since 1979, it has provided both stone, and stone consulting services, to major projects, worldwide.  From a single project in 1979, it now has 16 projects in 5 countries, including several major contracts in New York City.  Swenson Stone Consultants, and its Managers, have developed a number of innovations, now commonly used in the stone industry.
	Swenson Stone Consultants is dedicated to the highest quality for stone in architecture.  We are also proud of our ability to manage stone projects, including the tracking of production and costs.
	The Project Manager will work with global team members, including our Managers in China and Europe, to ensure the delivery of stone products for multiple construction projects; from project initiation through closeout, resulting in a project delivered safely, on-time, within budget, and meeting our clients’ high quality expectations.  Duties will include the following:
· Assist with project schedule and budget estimations
· Track expected costs against actual project costs
· Coordinate and communicate with project vendors
· Review project specifications and understand stakeholder expectations
· Oversee change management when out-of-scope deliverables are requested from clients
· Communicate project status to clients
· Oversee quality control process to ensure project standards are met
· Track production progress, with a close attention to detail
· Review shop tickets, shop drawings, packing lists, and other shipping related documents
· Issue progress invoices to clients
· Perform other office and consulting tasks as assigned
Knowledge and Skill Requirements:
· Project management education, or experience
· Highly organized with a strong attention to detail
· Excellent communication skills
· Ability to manage several projects of various sizes concurrently
· Excellent problem solving and decision making skills
· Proficiency in Microsoft Office including Excel and Outlook
· Ability to work independently

This is a full time position with the option to work remotely, part time.
