
 

 

Intern Position at Flintco 

Location Opportunities: Denver, CO | Austin, TX | Houston, TX | San Antonio, TX | Tulsa, OK 

| Oklahoma City, OK | Memphis, TN | Springdale, AR 

Application Link: Flintco Internship Program | Flintco 

Company Website: www.flintco.com 

Compensation: $25.00/hr 

Point of Contact: Ava Eikanger –  ava.eikanger@flintco.com   

 

Summary of Responsibilities 

The Intern is responsible for assisting the Project Manager and Superintendent by performing 

specifically delegated administrative and technical work assignments. 

• Assist Project Manager in writing/reviewing subcontracts and purchase orders to assure 

that the scope of work is accurate and complete; that all the necessary provisions are 

included; and that the contract amounts are correct. 

• Review thoroughly the Project Documents and become familiar with Project participants 

(i.e. Architect, Owner, local authorities, Subcontractors and Suppliers) to enable 

productive day-to-day operations between company and other participants. Represent 

company in project meetings, as required. 

• Assist in determining submittal requirements and preparing and maintaining submittal 

log. Expedite materials/equipment from pre-approval stage through final delivery stage to 

ensure the correct material/equipment is delivered to meet project schedule. Includes 

reviewing, correcting, and obtaining approval on all submittals. 

• Assist in developing and maintaining overall project schedule, and short-term schedules. 

Make regular site visits to observe and inspect that the project is being built properly and 

that it is progressing on schedule. 

• Duties may also include maintaining daily records and preparation and submittal of 

weekly time sheets and/or prevailing wage payrolls to payroll clerk. 

• Receive, evaluate and disseminate correspondence, directives, questions, clarifications, 

and other information between Owner, Architect, Subcontractors and Suppliers, to ensure 

timely response of requested information, and changes and directives are being acted 

upon by all participants. 

• Assist in maintaining project files and documentation, including transmittals, telephone 

conversations, submittals, letters, etc., assuring that project documentation is organized 

and complete so that a clear and accurate history of the project is maintained. 

• Assist in keeping estimated and actual cost records current and accurate, and in tracking 

Subcontractor/Supplier and company self-performed work, to provide justification for 

billing. 
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• When directed, expedite, and obtain all necessary permits (building, occupancy, etc.), all 

record documents (i.e. as-built drawings, operation & maintenance manuals, warranties, 

etc.) are received in a timely manner so as to not delay construction progress or 

payments. 

• Assist in administration of Zero Punch List policy. 

• Perform additional duties as assigned and directed by supervisor or other authorized 

person. 

Education 

Working towards an associates or B.S. in Engineering, Construction Management or equivalent 

combination of education, technical training, and related experience. 

Experience 

0 to 2 years experience in construction trades.  Entry level position. 

Knowledge/Skills/Ability 

Knowledge of methods and technology, sufficient to have the ability to determine proper 

construction sequencing, procurement planning, and review and correct submittals. Ability to 

maintain, inform and communicate with construction team. Ability to make well informed 

decisions on behalf of the company and know when to seek assistance from higher authority 

before making decisions. Ability to read and interpret construction drawings and specifications 

accurately. Knowledge of and application skills in Geometry, Trigonometry, and Algebra. 

Working knowledge of computers and standard company software. Thorough knowledge of 

company policies and procedures. 

 

See our new website at www.flintco.com or click this link below to access our internship page 

for more information and to apply!  

Flintco Internship Program | Flintco 
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