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Assistant Project Manager   
 

Who We Are:  

Frontier Electrical is a Grand Rapids based commercial electrical contractor. We are a merit shop, our 

purpose is to make the next generation better than us and to provide top-notch electrical solutions. Our 

people are our #1 value, and we show our appreciation with much more than a competitive salary. We 

offer a competitive benefits package, continual career path development opportunities, and a career that 

is yours for the making.  

 

Successful employees at Frontier can become supervisors, estimators, project managers – and move 

into management positions; your drive and abilities determine how far you go!  

 

Please email resume to Jordan, jverhulst@frontierelect.com, or contact by phone, 616.745.6933. 

 

General Job Description 

The assistant project manager is responsible for the financial organization and tracking of electrical project 

and implementing measures to increase the company’s effectiveness and efficiency.  

 

Job Specific Responsibilities: 

• Prepare subcontracts and obtain required permits  

• Prepare and maintain project schedule  

• Preparation and buyout of purchase orders  

• Compile and review project submittals and shop drawings 

• Review contract drawings and address RFIs  

• Assist with management of daily affairs to stay within budget and on schedule  

• Assist in pricing project change orders  

• Assist in preparation of project billings  

• Project closeout documentation, including as-builts and O&M’s 

Qualifications/Skills Required: 

• Excellent written and oral communication skills 

• Possess basic understanding of the electrical industry  

• Possess excellent quantitative and analytical skills 

• Possess excellent computer skills that include MS Office and Bluebeam   

• Pass background check and drug screen. 
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Benefits Summary: 

• 401K 

• Cell Phone Allowance 

• Vehicle Reimbursement 

• Paid Time Off 

• Paid Holidays  

• Health Benefits Reimbursement 

Pay Range: 

• $55,000-$65,000, depending on experience   

Physical Demands: 

• Standing – Remaining on one’s feet in an upright position at a workstation without 

moving about, for extended period of time. 

• Walking – Moving about on foot. 

• Sitting – Remaining in the normal seated position for extended periods. 

• Lifting – Raising or lowering an object (~50 lbs.) from one level to another (includes 

upward pulling). 

• Carrying – Transporting an object, usually holding it in the hands or arms, or on the 

shoulder, e.g., tools equipment, and materials up to 500 lbs. up to 10 feet. 

• Pushing – Exerting force upon an object so that the object moves away from the force 

(includes slapping, striking, kicking and treadle actions) 

• Pulling – Exerting force upon an object so that the object moves toward the forces 

(includes jerking). 

• Ascending or descending ladders, lifts, stairs, scaffoldings, ramps, poles and the 

like.  Body agility is emphasized.  

• Maintaining body equilibrium to prevent falling when walking, standing, crouching or 

running on narrow, slippery, or erratically moving surfaces.  

• Bending body downward and forward by bending spine at the waist.  This factor is 

important if it occurs to a considerable degree and requires full use of the lower extremities 

and back muscles. 

• Bending legs at knees to come to rest on knee or knees. 

• Bending body downward and forward by bending legs and spine. 

• Crawl over, under and into equipment as necessary to perform job duties.  Moving about 

on hands and knees or hands and feet. 

• Extending hand(s) and arm(s) in any direction. 

• Seizing, holding, grasping, turning, or otherwise working with hand or hands.  Fingers are 

involved only to the extent that they are an extension of the hand. 
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• Picking, pinching, or otherwise working primarily with fingers rather than with the whole 

hand or arm as in handling. 

• Perceiving attributes of objects, e.g., size, shape, temperature, or texture, by touching 

with skin, particularly that of fingertips. 

• Work environments may be noisy, congested, and/or in confined spaces. 

• Must be able to read and understand technical documents, drawings, and work orders. 

• The physical demands described are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

Working Conditions: 

• Ability to perform duties in extreme varying temperatures, e.g., exposure to hot, cold, wet, 

humid, or windy conditions, on your feet, 8 to 10 hours daily up to 6 days a week. 

• Work from all types of ladders, stepladders up to 14', "A" frame ladders and all size 

extension ladders. 

• Carry and relocate extension ladders up to 20' stepladders up to 12' by yourself. 

• Work in restricted areas, switchgear room, manholes, utility tunnels, crawl spaces, attics 

and vaults, following proper procedures. 

• Wear personal protective equipment, e.g., hard hats, safety shoes, safety glasses, gloves, 

masks, and earplugs at all times, and when applicable, respirator. 

• Follow special procedures including contamination control, noise control, vibration, 

building systems awareness and procedures. 

• Candidate must be able to work night shifts and mid shifts, as required by customers. 

 

Dress Code: 

Employees will wear appropriate shirts with sleeves, long pants and sturdy work shoes or boots (OSHA 

standard).   All clothing will be of a proper fit and condition so as not to constitute a safety hazard.  Clothing 

may not have any derogatory, offensive, sexually suggesting or degrading writing, symbols, pictures, 

language, or logos of other contractors.  Employees may wear jewelry as long as the jewelry is appropriate 

and does not constitute a safety hazard.  Body piercing (other than earrings) should not be 

visible.  Similarly, employees will keep their hair and facial hair groomed to avoid safety hazards; or they 

will secure their hair to avoid safety hazards. 

 

Frontier Electrical, LLC is an Equal Opportunity Employer. 


