
Job Description – Estimator / Business Development 

JOB DESCRIPTION 

Job Title:  
Department:  
Reports to:  
Status:  
Date:  

Estimator / Business Development Manager 
Operations 
Vice President 
Exempt 
May 24, 2021 

Position Summary:  Develop project costs and establish key relationships with customers, architects, 
subcontractors and suppliers. Gather details and compile data to estimate all production costs according to 
drawings and specifications. Consider subcontract costs, raw materials, labor, equipment, tools, and logistics for 
estimations. Establish a strategic plan to pursue customers and projects. 

Essential Functions: 

 Maintain an active bid list and review with management on a weekly basis

 Prepare cost estimates and technical proposal responses for solicited projects.

 Maintain an active/approved list of qualified subcontractors and suppliers.

 Attend pre-bid meetings and walkthroughs to gather critical information on projects

 Ability to read and validate various forms of take offs from blue prints

 Undergo frequent cost analysis upon job completion to improve accuracy

 Meet critical timelines for submission of proposals and estimates

 Execute plan review with management

 Generate & submit RFIs during pre-bid process

 Analyze bid results to improve bidding effectiveness

 Perform detailed turnover to project management team after award.

 Contacting potential clients and subcontractors to establish rapport and arrange meetings.

 Planning and overseeing new marketing initiatives.

 Researching organizations and individuals to find new opportunities.

 Establish and maintain marketing plan in alignment with corporate goals and objectives.

 Develop goals for business growth and ensuring they are met.

 Represent RHA Builders at approved trade related events.

Knowledge, Skills and Abilities: 

 Must have at least 5 years of experience as an Estimator or related position

 Excellent organizational skills.

 Proficient in Microsoft Office (Work, Excel, Outlook)

 Highly motivated individual who can work independently.

 Must be detail oriented, articulate complex tasks and able to multi-task.

 Working knowledge of all disciplines of construction and design.

 Basic to advanced mathematical skills.

 Strong Written and Oral Communication

 Balances team and individual responsibilities

 Demonstrates accuracy and thoroughness with estimates and proposals

 Prioritizes and plans work activities.

 Approaches others in a tactful manner,

 Ability to handle multiple projects, meet deadlines and achieve objectives.
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Job Description – Estimator / Business Development 

Environmental Conditions: 

 Indoors in typical office environment with little exposure to excessive noise, dust, fumes, vibrations and
temperature changes approximately seventy-five percent (75%) of the time.

 Outdoors in a jobsite environment with exposure to noise, heat, and cold approximately twenty-five (25%)
of the time.

 Frequently work at fast pace with unscheduled interruptions.

 Responsibilities may require an adjusted work schedule and occasional evening/weekend hours in order
to meet deadlines.

 May move (i.e. walk or drive) from one work location to another occasionally.

Physical Demands: 

 Attendance and punctuality.

 Mobility within the office or jobsite

 Ability to walk, sit, stand and climb stairs.

 Ability to lift up to 25 pounds.

 Ability to drive a vehicle.

Compensation: 

 Pay is based on experience

 Health benefits the first of the month following sixty (60) days of continuous employment.
 401K
 401k Profit Sharing (discretionary bonus based on profitability of company) after 12

months of employment 




