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Job Title: Construction Coordinator 
Reports To: Construction Director 
FLSA Status: Part-Time | Non-Exempt 
Location: Habitat for Humanity, 1321 SE 25th Loop, Suite 103, Ocala, FL 34471 
Salary Range: Competitive pay & benefit package, depending on experience. 
 

Position Summary 

The Construction Coordinator plays a vital role in the early-stage development and 
ongoing management of Habitat for Humanity’s residential construction projects. This 
position is responsible for overseeing the permitting process, coordinating inspections, 
managing construction-related documentation, and supporting the procurement of materials. 
The ideal candidate is highly organized, detail-oriented, and possesses a solid 
understanding of residential construction and local regulatory requirements.  

Organizational Commitment 
 
As a representative of Habitat for Humanity of Marion County, the Construction 
Coordinator is expected to actively support and uphold our mission, vision, and core values 
in all aspects of their work: 

Mission:  Seeking to put God’s love into action, to bring people together to build homes, 
communities, and hope. 

Vision: A world where everyone has a decent place to live. 

Core Values 
Servant Leadership – We lead by serving. 
We are committed through our actions to uplift individuals, families, and communities 

and to inspire others to join us in our mission. 

 

Accountability – We take responsibility for our actions and commitments. 
We are dedicated to upholding the highest standards of reliability and transparency, 

honoring our promises and continuously learning from our experiences. 

Compassion – We act with empathy and kindness. 
We honor, respect and value every person we serve by fostering a culture of care and 

belonging. 

Legacy – We build together for generations to come. 
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We are focused on building a sustainable future where our community grows 

stronger, and families thrive for generations to come. 

All employees are expected to embody these principles in decision-making, customer 
service, volunteer engagement, and collaboration with coworkers and the community. 

Responsibilities 

1. Permitting & Approvals 
• Complete and submit permit applications for new residential construction projects. 
• Gather and compile required documentation (e.g., surveys, drawings, engineering 

reports). 
• Serve as the point of contact with local and state permitting authorities to address 

questions, resolve issues, and ensure timely approvals. 
• Track and organize all permitting documents and correspondence. 

2. Project Data & Documentation  
• Develop and maintain systems to track construction project data from start to finish. 
• Monitor project timelines, milestones, and budgets using project management tools. 
• Generate regular reports on permitting status, construction progress, and material 

costs. 
• Maintain well-organized files of all construction-related documents, including 

contracts, change orders, and compliance records. 
• Ensure subcontractors and vendors provide current insurance certificates and 

business licenses. 

3. Inspection Scheduling & Coordination 
• Schedule municipal and third-party inspections at key phases of construction. 
• Communicate inspection schedules and requirements to site supervisors and 

subcontractors. 
• Record inspection outcomes, ensure compliance, and coordinate follow-ups or re-

inspections as needed. 
• Keep comprehensive logs of inspection results and approvals. 

4. Construction Material Procurement  
• Create and submit purchase orders for construction materials in line with project 

schedules and plans. 
• Coordinate with suppliers to confirm pricing, availability, and delivery timelines. 
• Track deliveries, verify order accuracy, and resolve any discrepancies. 
• Support the identification of new suppliers and assist in negotiating pricing or terms. 

Qualifications 
Required Experience 
• High school diploma or equivalent. 
• 2–3 years of experience in residential construction, permitting, land development, or 

procurement. 
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• Familiarity with permitting and inspection processes in Marion County, FL strongly 
preferred. 

• Ability to read and interpret construction documents, surveys, and site plans. 

Skills 
• Exceptional organizational skills and attention to detail. 
• Strong verbal and written communication abilities. 
• Proficiency in Microsoft Office Suite (especially Excel, Word, and Outlook). 
• Ability to work independently and manage multiple deadlines. 
• Critical thinking and problem-solving aptitude. 
• General knowledge of residential construction and terminology. 

Physical Requirements 
• Primarily office-based, with occasional visits to construction sites or government 

offices. 
• Must be able to sit for prolonged periods and work at a computer. 
• Ability to lift 50 lbs. and navigate construction job sites as needed. 

Measurables: 
1.   
2.   
3.  

 

Additional Responsibilities 
• This job description reflects the core responsibilities of the role but is not intended to be 

all-inclusive. The Construction Coordinator may be required to perform other duties 
as assigned to meet the evolving needs of Habitat for Humanity of Marion County.  
Flexibility and a willingness to adapt to changing priorities are essential. Some evening 
or weekend work may be required to support Habitat’s operations. 

• Assist with Habitat events, which include weekends or late evening hours. 

I acknowledge receipt of the job responsibilities document.  I understand that this document 
is intended to describe the general nature and level of work being performed but are not 
seen as a complete list of responsibilities, duties, and skills required. Also, this does not 
establish a contract for employment and is subject to change at the discretion of the 

employer. This employment is at-will, which means that either the employee or employer 
may terminate the relationship at any time, with or without notice or cause. 

 

 
Signature        Date 
 
 
Print Name 


