Job Description: Trade Contractor Liaison

	Position Title: 
	Trade Contractor Liaison

	General Purpose: 
	Facilitate communication among purchasing, warranty, and field personnel and all trade contractors and suppliers for continuous improvement in customer satisfaction, product, process, and costs.


Duties and Responsibilities:

Trades and Suppliers

●
Meet with each newly contracted trade contractor or supplier and conduct thorough orientation into company processes and procedures.

●
Coordinate with accounting to ensure required insurance certificates or other documentation is on file and current.

●
Survey trades and suppliers for evaluation of company personnel and policies.

●
Coordinate recognition and appreciation of exceptional service. 

●
Implement requests from warranty to hold funds as needed. 

Construction Process

●
Confirm that field personnel have current copies of scopes of work and manufacturer’s installation instructions. 

●
Work with construction and trades to develop written quality checklists.

●
As needed, arrange for community preconstruction meetings with superintendents and other on-site personnel to coordinate with trades and suppliers regarding jobsite issues. 

●
Ensure that all trades, suppliers, and supervisors have up to date, accurate blueprints.

●
Meet monthly or as needed with warranty manager to review responsiveness to warranty work orders and customer treatment.

●
Assist construction in resolving confusion between the trades and the company or among the trades.

●
Review work in the field with construction superintendents to confirm that trade contractors are meeting the specifications and scopes of work for which they contracted. 

●
On a quarterly basis, survey field personnel and warranty staff for evaluation of trades and suppliers. 

●
Organize annual social events, minimally including a summer picnic and a winter party to celebrate successes and demonstrate company appreciation for the trade contractors.

Sales
●
Notify sales and design center personnel of significant changes in techniques or materials.

●
Update sales and design center personnel regarding information needed for prompt and accurate response to change requests. 

●
Coordinate pricing of custom changes to ensure prompt response to home buyers.

Warranty
●
Review warranty reports to identify recurring items for elimination.

●
Review individual trade and supplier performance of warranty items.

Reports to:
Purchasing Agent












































