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Let’s get to work! 
Interested in rewarding work experiences where you can thrive 

personally and professionally? How about peace of mind knowing that 

you are part of a valued team in a growing organization?  
 

Come be part of our team! 

 
ABOUT THE JOB: Provides assistance in the area of sales and service to customers, vendors, and visitors when 

they come to the location. Ensure that the right products are delivered to the customer at the right time. Make 

certain that our customers receive the best possible customer service experience. Must embrace and support 

core values Accountability, Commitment, and Teamwork. 

 
ESSENTIAL FUNCTIONS & MAJOR RESPONSIBILITIES 

 Knowledgeable of all Geneva Pipe products and can provide guidance for customers inquires. 

 A key part of the sales team and serves as the primary interface between Geneva Pipe and the 

customer.   

 Once a job is sold, coordinate the manufacturing and delivery of the products to the customer in a 

timely, accurate, and efficient manner. 

 Work closely with sales to prepare quotes, perform takeoffs, and any other duties that are required to 
achieve customer satisfaction.  

 Have an understanding of the yard layout. 

 Ability to accurately complete Pick and Delivery tickets. 

 Proficient in accurately creating Invoice tickets for purchases. 

 Capability of using PayPal and running Credit Cards to process payments. 

 Ability to create Purchase Orders. 

 Proficient and timely in the process for completing product returns from customers. 

 Ability to direct incoming vendor deliveries. 

 Complete standard submittal packages. 

CURRENT OPENING 

Project Coordinator 

 
Location: St. George, Utah 

Posting Date: 8/30/2021 

Reports to: Sales Manager 

FLSA Status: Exempt 

Close Date:  9/30/2021 or Until filled* 
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 Properly open and release projects from a quote. 

 Release custom products from a quote with accuracy. 

 Coordinate and manage small open jobs within the system. 

 Upon receipt of an order from a customer or a salesman, assume responsibility for that order until it is 
delivered to the customer.   

 Initiate contact with the customer for details on the product specifications, delivery location and 
schedule.  

 Accurately inputs the order into company system and coordinates with Sales and Production to assure 
the customer’s needs are met.  

 Coordinate with the customer’s regarding order progress and delivery dates and keep them informed of 
any changes.  

 Contact customer to define submittal requirements, manufacturing requirements, construction 
sequencing and delivery requirements, then meet with scheduling, production and dispatch to assure 
that the customer’s needs are met.  

 Meet with engineering to have the product designed for manufacturing to the customer’s specifications 
and submittals prepared and submitted.  

 Keep Sales updated on how the order is progressing.  

 One week before delivery, contact the foreman on the job to confirm the delivery date and any special 
conditions on the job site our drivers need to be aware of.  

 PC will assist sales by performing takeoffs and preparing quotes for jobs that are bidding.  

 Backup Dispatch, Office Manager, Forklift and other office duties as needed. 

 

EDUCATION/EXPERIENCE 

 High school diploma or GED. 

 2 -3 years of experience in precast industry and excavation would be helpful, but not mandatory. 

 At least two years of previous experience working in an office setting. 

 
 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

 

TO APPLY 

Sound like the job for you? Click here to apply online. 

 

— 

Our organization maintains a drug-free workplace. Except where prohibited by state law, all offers of employment are 

conditioned upon successful passing of a drug test and background check. 

Northwest Pipe Company is committed to equal employment opportunity and affirmative action. Minorities, females, 

veterans, and individuals with disabilities are encouraged to apply. 

Northwest Pipe Company reserves the right to close the position, with or without notice, if a qualified candidate is 

identified prior to the close date. 

 

 

https://prd01-hcm01.prd.mykronos.com/ta/6079263.careers?ApplyToJob=1845760486

