
POSITION: Tenant Construction Coordinator (Exempt) 

SALARY: $72,652.00 - $112,550.00 Annually

OPENING DATE: 01/21/22
 
CLOSING DATE: 02/04/22 05:00 PM
 
GENERAL INFORMATION:

The Portland International Airport, PDX, is often the first impression people have of Oregon, SW
Washington and the City of Portland. As the winner of America's Best Airport multiple times, we
take the customer experience seriously!  The Tenant Construction Coordinator will ensure aviation
tenant construction at our airport are in compliance with accepted industry practices and Port and
aviation construction standards. This position will be responsible for the oversight of all tenant
construction activities and permit applications for the Port's aviation properties and ensures they
keep running smoothly. 

We are looking for individuals who bring strong organizational skills, a solid understanding of
engineering principles and a drive for results. The successful candidate will exhibit a strong sense
of team orientation, be highly collaborative, and embrace the value and importance of service. This
individual will understand and wholly embrace our commitment to diversity, and inclusion and
advancing practices, strategies and policies that achieve equitable outcomes for all. 

NOTE: The Port of Portland is committed to ensuring the health and safety of our employees and
community. As part of this commitment, all Port employees are required to be fully vaccinated
against COVID-19 or have an approved medical or religious exception and accommodation as a
condition of employment. Candidates must provide proof of vaccination or have an approved
exception and accommodation prior to beginning work at the Port.   

 
SUMMARY OF ESSENTIAL RESPONSIBILITIES:

Tenant Construction Permitting: 
Receives tenant construction permit applications and submittal packages and reviews
for completeness, directs the submittal review process, determines distribution,
coordinates comments/input including resolution of conflicts, coordinates between
reviewing departments and the tenants and/or their consultant.
Develops permit conditions and prepares and issues the Aviation Tenant Construction
Permit and Notice of Construction. 
Acts as point of contact between Port Operations and FAA Northwest Region for
tenant projects and coordinates submittal of documents for Aeronautical studies for
construction at PDX and General Aviation airports. 
Ensures proper jurisdictional permits are obtained by tenant, coordinate closure of
permits. 
Collects deposits/fees for tenant projects. Leads pre-bid and pre-construction
meetings. 
Tracks permit close-out items for completion prior to return of construction deposit.

Manages Tenant Construction Projects: Acts as the primary point of contact for the project
between Port and tenant/contractors throughout construction. 



Monitors progress, enforces tenant construction permit requirements and addresses
issues with staff, consultants, tenants, and outside agencies. 
Manages coordination of and provides direction for inspections of tenant construction
for compliance to Port standards and permit conditions.
Provides technical information to staff, consultants, and tenants including
management of deferred submittals, shop drawings, drawing changes and RFIs
during construction. 
Triages and coordinates shutdowns, construction deliveries, and coordinates
tenant/consultant/contractor access.
Leads project specific progress meetings as needed.
Maintains Tenant Construction Log and leads regular tenant construction progress
meetings with internal staff. 
Leads punch list walk and tracks completion of punch list items.

Leads and supports process improvement efforts.
Provides limited support to the Planning & Development department in managing small to
medium sized projects.
Primary contact for facilitating tenant contractor access security and contractor staging and
parking areas; performs other duties as assigned.

 
MINIMUM REQUIREMENTS/SKILLS AND ABILITIES:

MINIMUM REQUIREMENTS:
Associate’s degree in engineering, construction management, or related field is preferred; or,
an equivalent combination of education and related work experience is required.
Minimum of four (4) years of progressive experience in construction or related field is
required.
Advanced knowledge of MS Office suite specifically Word, Excel and Outlook. Knowledge of
SharePoint is desirable.
Valid driver’s license is required.
Ability to obtain and maintain security clearance for unescorted access to the Port's facilities
is required.

SKILLS AND ABILITIES:
Excellent verbal and written communication skills.
Promotes safety as a guiding principle and a regular practice in
accomplishing work; focuses on safety improvements and complies with safety and health
policies and procedures.
Familiar with building assemblies, systems, and best contractor practices.
Proven team player who shows the utmost respect for others.
Ability to:

Plan, organize and schedule all phases of production to achieve quality products on
schedule and within budget.
Read and understand complex engineering drawings and plans.
Format and produce correspondence and documents using current word processing
applications.
Create and use spread sheets for data analysis and reporting.
Work effectively in collaboration with peers and team members.
Facilitate group meetings or training sessions and document agreements, outcomes
and/or actions to be taken.
Organize and prioritize workload to meet changing priorities, deadlines and frequent
interruptions.
Balance priorities with heavy workload and multiple clients.
Effectively communicate tenant project workload to other departments that support
tenant construction efforts.
Communicate with stakeholders and resolve issues in a timely manner.
Make decisions in the absence of specific direction.
Document technical information.



Negotiate, lead and work with internal and external customers, contractors, and
consultants.

 
ADDITIONAL INFORMATION:

Safety: The Port promotes safety as a guiding principle and practice in accomplishing work
by complying with safety and health policies and procedures and consistently seeking
improvements that support operational excellence.
Diversity and Inclusion: At the Port, we don't just accept difference; we value and support it
to create a culture of inclusiveness and fun. We are proud to be an Equal Opportunity
Employer.
EEO/Affirmative Action Policy Statement: The Port of Portland is dedicated to maintaining
and improving a work environment, which extends equal opportunity to all individuals,
regardless of their race, color, sex, age, religion, national origin, marital status, veteran
status, disability or sexual orientation. Employment decisions shall be made in such a
manner as to further the principle of equal employment opportunity and to comply with state,
federal and local laws. We affirm through this policy statement our continuing commitment to
the principles of nondiscrimination and affirmative action.
Veterans Preference: Under Oregon law, qualified veterans may be eligible for veterans
preference when applying for Port of Portland positions. If you are a veteran and would like
to be considered for a veterans preference for this job, please provide the qualifying
documents as instructed during the application process.
Background Checks and Drug Testing: The Port of Portland will conduct background checks
and/or drug tests for positions where such tests are required by regulation and for other
safety-sensitive positions.
ADA Accommodation: Accommodations will be considered for applicants or candidates with
a qualifying disability that prevents them from participating in this process. Accommodations
will be made where the Port can reasonably do so without imposing an undue hardship on
the business or compromising the integrity of the recruitment process. An applicant with any
disability who believes that they need an accommodation should contact Human Resources
at 503.415.6000

APPLICATIONS MAY BE FILED ONLINE AT: 
https://www.portofportland.com/Careers

7200 NE Airport Way 
Portland, OR 97218 
503-415-6000 

Position #01455 
TENANT CONSTRUCTION COORDINATOR (EXEMPT) 
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