
 
 

ProjectCoordinator(50010029).doc 

 

JOB DESCRIPTION 
 

TITLE 
   Project Coordinator 

NUMBER 
    50010029 

JOB FAMILY 
   Project Management 

GRADE 
    8 

DATE REVIEWED 
   May 2012 

FLSA CLASSIFICATION 
    Exempt 

JOB SUMMARY 
The Project Coordinator is responsible for providing coordination of department programs and support to the 
Project Managers on multiple projects.   These projects involve new construction, upgrades, uprates and 
modifications on the electric transmission and distribution system, substations, gas pipelines and/or gas distribution 
systems. Projects also include the addition of new generation facilities and modifications and upgrades to existing 
facilities This includes coordination with other departments such as Engineering, Real Estate, Environmental & 
Permitting, Planning, Energy Resources and others and may include negotiation and conflict resolution. May 
oversee and monitor contracts and contractors.  Some work will be in the field and the ability to negotiate difficult 
terrain on foot is necessary. 
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 
 

JOB RESPONSIBILITIES 
 Coordinates resources, provides oversight and direction to team members in support of Project Manager. 
 Manages relationship between Service Providers and internal customers, providing technical support. 
 Fields customer complaints and work with the Service Provider for resolution. 
 Provides support to the Service Providers and Standards on interpretation and variances when required. 
 Provides technical assistance to internal and external customers. 
 Works on special projects as assigned.  
 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Two years Associate’s Degree or better in Engineering or related discipline, or experience in lieu of education.   
 At least two years post degree relevant work experience.   
 Demonstrated strong written and verbal communications skills and ability to work as part of a team.    
 PC skills and demonstrated knowledge of database concepts. 
 Strong customer service skills. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Understanding of accounting/financial principles. 
 Strong analytical skills.  
 Ambition to expand knowledge and experience and seek increasing levels of responsibility. 
 

 


