
 

 

CONSTRUCTION COORDINATOR 

DTC Communications is seeking an experienced, knowledgeable, and motivated individual to join 
our outside plant team as Construction Coordinator.  This position will be responsible for 
coordinating construction projects associated with the improvement and maintenance of telephone 
facilities and inspecting completed work; preparing service order schedules and work assignments 
to ensure prompt response to service orders, work orders, and trouble reports within specific 
timelines; organizing daily activities of all construction personnel, including DTC and contractors; 
and surveying job sites to determine personnel, equipment, and supply needs.   

Essential Job Functions 
♦ Organizes daily activities of all construction personnel by assigning work, checking quality of 

work, answering questions, reporting and monitoring work flow to ensure timely completion of 
activities.  

♦ Coordinates construction projects and inspects completed work to ensure quality standards are 
met.  Secures additional resources and adjusts project schedules as needed. 

♦ Pre-surveys job sites to determine personnel, equipment and supply needs as well as safety 
provisions. Ensures appropriate construction equipment is available and orders supplies. 

♦ Ensures safety precautions and procedures are implemented.  
♦ Responds to outside plant emergency calls as needed. 
♦ Ensures quality customer service by responding to customer complaints concerning 

construction projects. 
♦ Makes recommendations to outside plant manager for improvements to construction policies 

and procedures. 
♦ Coordinates contractors installing underground conduit, direct buried or aerial plant systems. 
♦ Coordinates contractors splicing, buried or aerial plant systems. 
♦ Performs all other related duties as assigned by management. 

 
Knowledge, Skills and Abilities  
♦ Knowledge of construction, installation, and repair practices. 
♦ Knowledge of state and federal safety regulations. 
♦ Knowledge of test equipment, switches, electronic equipment and all types of cable. 
♦ Knowledge of telecommunications equipment operations and maintenance. 
♦ Knowledge of company products and services. 
♦ Knowledge of company policies and procedures. 
♦ Skill in reading, interpreting, and preparing documents such as work orders, purchase orders, 

and inventory. 
♦ Skill in oral and written communication. 
♦ Skill in operating various vehicles and construction equipment. 
♦ Skill in operating various office equipment such as personal computer, telephone systems, and 

various software programs and tools. 
♦ Skill in reading cable records, staking sheets, specifications and circuit diagrams. 
♦ Skill in problem solving and resolution. 



♦ Ability to communicate with co-workers and various business contacts in a professional and 
courteous manner. 

♦ Ability to read and interpret documents such as maps, staking sheets, and operating and 
maintenance instruction manuals.  

♦ Ability to pay close attention to detail. 
♦ Ability to operate various vehicles and equipment. 
♦ Ability to work under stressful and high pressure conditions. 
♦ Ability to work independently and make sound technical decisions using information at hand. 
♦ Ability to be on call in case of emergencies. 
♦ Ability to obtain and maintain a valid driver’s license. 
♦ Ability to participate in social, civic and community affairs.  Communicate and inform public of 

company products and services and provides supportive facts as needed. 
♦ Ability to present self in a professional manner that would promote the goals and objectives of 

the Company at all times. 
♦ Ability to cooperative with other employees to maintain pleasant working relationships and 

improved morale. To exchange ideas, information, and job experience that will benefit the 
organization and ensure the continued progress of the Company. 

 
Education and Experience 
High school diploma or equivalent plus three years of construction, installation, and repair 
experience.  One year of project and organizational management preferred.  
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