
 

 
 

 

National Operations Coordinator 
Company: Rabine Paving America 
Reports to: Operations Supervisor 
Classification: Exempt 
Direct Reports: No 
Location: Schaumburg, IL 
Salary Range: Based upon experience 
Date updated: 4/10/2015 

 

We are looking for a dynamic, self-motivated individual to join RPA, our entrepreneurial & fast growing division of the Rabine 

Group. We are on a start-up like growth trajectory and implementing I.T. improvements and efficiencies with the goal of gaining 

majority market share in our construction services industry. For the right individual, this is an opportunity to be a part of 

tremendous growth and with it comes career opportunity as we build our team and reward those that work hard and deliver. 

JOB DESCRIPTION  

 
Summary/Objective  
The National Operations Coordinator is responsible for under direction of the National Operations Manager, supporting 
Rabine Paving America’s large capital projects and overseeing RPA national reactive maintenance projects to ensure projects 
are brought to completion on time and within budget with an extraordinary customer experience. 
Essential Functions 

 Ensure that project objectives, staffing, procedures and performance standards are implemented. 

 Manages the day-to-day operation of his/her projects and the projects of his/her team to ensure projects come to 
completion on time and within budget. 

 Provides technical skills and knowledge for all aspects of the team’s activities, including facility and equipment 
management, procurement and management of workflow.  

 Ensure that the team is compliant with all corporate quality system policies and procedures. 

 Responsible for maintaining the project budget and maximizing margin.  

 Manage and grow existing partnerships (vendors, contractors, subcontractors).  

 Participate in corporate development of process improvement methods that will streamline projects and programs. 

 Ensure that safety policies are being followed and enforced throughout the paving and snow plowing teams. 

 Create and maintain an organizational culture, which encourages innovation, collaboration, excitement/commitment and 
a sense of urgency toward goals, and continuous improvement.  

Competencies 

1. Project Management Skills 
2. Industry Knowledge 
3. Self Motivation 
4. Communication Skills 

 
 

 
 

 
 



 
 
 
Education and Experience 

 Bachelor’s degree in Business, Engineering, Finance or a related field required. 

 1+ years of construction management experience is preferred 

 Demonstrated ability to deliver results while working on multiple projects simultaneously, balancing resources, manage 
change, timing and quality of outcomes is required 

 Proficiency with MS Office suite required. 

 Solid understanding of construction/paving industry is a plus. 

 This role requires a valid driver’s license and excellent driving record. 

 Extremely creative, self-motivated, and able to work in a highly collaborative manner is required. 

 Effective project and time management skills, with the ability to balance multiple projects simultaneously is required. 

 Extremely detail-oriented with superior communication skills is required. 

 Knowledge of CRM databases, such as Salesforce highly preferred. 

 Must be able to read, write and speak English. 

 Ability to remain calm in stressful situations. 

 Commitment to The Rabine Group’s core values, mission, and programs is required.  

 
Other Duties 
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities 
that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without 
notice.  
 
Work Environment 
This job operates in a professional office setting. This role routinely uses standard office equipment such as computers, phones, 
photocopiers, filing cabinets and fax machines.  At times this role will be subject to outside environmental conditions: No 
effective protection from the weather.  
 
Physical Demands 
This is largely a sedentary role.  This role requires the individual to express or exchange ideas by means of the spoken word; 
those activities where detailed or important spoken instructions must be conveyed to other workers accurately, loudly, or quickly.  
This role requires the individual to make substantial movements (motions) of the wrists, hands, and/or fingers often.  The worker 
is required to have close visual acuity to perform an activity such as: preparing and analyzing data and figures; transcribing; 
viewing a computer terminal; and/or extensive reading.  
 
The worker is required to have visual acuity to operate motor vehicles. 
 
Position Type and Expected Hours of Work 
This is a full time position. Days and hours of work are Monday through Friday, 7:00 a.m. to  
5:00 p.m. Some flexibility in hours is allowed, but the employee must be available during the “core” work hours of 8:00 a.m. to 
5:00 p.m. and must work 40 hours each week to maintain full time status.  Extended hours may be required based on the 
business need.  This role will need to work on nights and/or on weekends as is necessary. 
 
Travel 
This role may require some travel, which may be up to 25%.   
 
EEO Statement  
The Rabine Group and its companies is an equal opportunity employer. 
 
To be considered, please submit a resume and cover letter to Amy St. Clair at amystclair@rabinegroup.com 
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