Top U.S. Construction Company is seeking a Military Veterans to fill a Project Support Specialist position in Minneapolis, MN. The company offers a great benefits package and salary. This is another great opportunity for transitioning service members or those looking to establish new career with a leading company. 
Position Title: Project Support Specialist 

To apply for this position visit http://casy.msccn.org/JobSeekers/index.html and Login or Register. 
Click on Targeted Job Openings for Military-affiliated applicants 

Search for Req #131368BR for Minneapolis, MN.

JOB DESCRIPTION:

Performs a wide variety of specialized tasks such as compiling and arranging data, processing and coding documents. Maintains comprehensive records and files, including corporate electronic files and corporate library. May administratively assist engineers with reports and other documentation.
ESSENTIAL DUTIES & RESPONSIBILITIES: 
· Maintains comprehensive records and files, including corporate electronic files and corporate library.
· Performs departmental tasks including proposals, bid packages, brochures, complex forms and inventories.
· Assists engineers and other employees with research, composition, editing and producing complex documents and specialty reports. 
· Anticipates and prepares materials for company documents, meetings and other similar activities.
· May assist in training new employees.
· Assists supervisor in coordinating work activities. Distributing and delegating work assignments in a timely manner and review work of others as required or in the absence of supervisor.
· Operates computer to input, edit and produce wide range of documents, format variations and reports.
· Produces documents such as word processing, spreadsheets, specialty software, charts, graphics and engineering drawings and document.
· Performs a wide variety of specialized tasks such as compiling and arranging data, processing and coding documents
· Proofreads own work for accuracy.
MINIMUM REQUIREMENTS: 
· Critical Thinking 
· Good Communication Skills (Active Listening, Verbal and Written) 
· Judgment and Decision Making 
· Attention to Detail 
· Strong desire to learn 
· High School Diploma
· 2-5 years' Administrative Experience in an Engineering Environment
PREFERRED REQUIREMENTS: 
· Vocational or Trade School Education 
· Related on-the-job experience 
· Associate's degree.
Best Regards, 
Michael A. Del Rio
U.S. Navy Command Master Chief (Retired)
Recruiter Connect Specialist 
Military Spouse Corporate Career Network | www.msccn.org
Corporate America Supports You (CASY) | www.casy.msccn.org
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