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The University of Texas at San Antonio 
 
Job Description 
 
Job Title:   Construction Planner and Estimator 

Code:    15016 

Salary Grade:  60 

FLSA Status:  Exempt 

Department/Division: Job available in different sections with a department 

Reports To:  In accordance with specific departmental policies 

 
Summary 
 

 Function: To provide advanced skills in estimating the cost of labor and materials 
required for new construction, modifications and/or installation of special 
equipment and oversight in the implementation and operation of a project 
or activity. 

 
 Scope: Responsible for reviewing the requisitions for new construction, 

modifications and small project plans with regard to estimating the cost of 
labor, materials and sub-contracts; and managing/coordinating complex 
administrative or construction projects or activities. 

 
Duties 
 

 Typical: 
1. Consult with investigators to determine needs and the most effective use 

of labor and materials. 
2. Secures field measurements and prepares construction sketches for minor 

room remodeling, installation of new architectural items, addition or 
relocation of equipment in rooms. 

3. Specifies special materials and issues requisitions for renovation projects. 
4. Coordinates with various trades and crafts to standardize materials and 

systems. 
5. Schedule maintenance and update online drawings as new construction 

occurs; provides project coordination and emergency support for electrical 
outages; acts as a liaison to external departments; and oversee electrical, 
HVAC upgrade and new construction as assigned. 

6. Monitor and evaluate the project performance; and coordinate the 
collection, analysis and distribution of data. 

7. Formulate groups for project teams and trains project personnel.   
8. Inform upper management on the current status of all project tasks. 
9. Assist in the development of field sketches into formal working drawings. 
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10. Develop scope of work and budget for new construction or renovation; 
review contractor bid packages and selects most qualified; prepares 
request for proposals to hire Architect/Engineer; negotiates formal 
contracts; and provides project oversight and inspections.  Performs timely 
and economic utilization of resources assigned to the project. 

11. Generate necessary reports to maintain projects on time and on budget. 
12. Document findings and prepare recommendations for implementation of 

new systems, procedures, or organizational changes. 
13. Perform other duties as assigned. 

 

 Periodic: 
1. Occasionally assists in the planning of future expansion or modifications 

of existing facilities. 
2. Manages project, program and activity budgets. 

 
Education 
 

Required Preferred 
Bachelor’s degree from an accredited 
institution. 

N/A. 

 
Other Requirements 
 

Required Preferred 
Familiarity with means estimating reference 
libraries. 

N/A 

Ability to read blueprints. 
Demonstrated effective interpersonal skills. 
Ability to deal with various contractors and 
agencies to determine costs of construction. 
Ability to use tact, diplomacy and effective 
judgment in dealing with various departments 
to determine project needs. 
Valid Texas State Driver’s license and a driver 
rating of ‘good’ as established by the 
University of Texas system. 
Criminal Background Check.(CBC) 
 
Experience 
 

Required Preferred 
At least six years of estimating and planning 
experience in building trades. 

Ten years of estimating and planning 
experience in building trades. 
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Equipment 
 

Required Preferred 
Operation of basic architectural measuring 
devices, personal computer with estimating 
and scheduling software, Microsoft Office 
software suite and general office machines. 

NA 

 
Working Conditions 
 

Usual Special 
Usual office conditions. Some exposure to 
weather and physical hazards. 

Exposure to mechanical, electrical, and 
construction hazards. 

 
Supervision 
 

Received Given 
General supervision from immediate 
supervisor. 

Provides general supervision to support staff. 

 
Accuracy 
 
Proficiency in all phases of the duties performed. 
 
Internal Control 
 
Within the scope of position duties, responsible for seeing that operations are effective and 
efficient, assets are safeguarded, reliable financial data is maintained, and applicable laws, 
regulations, policies, and procedures are complied with. 
 
Security Sensitive 
 
Specific job requirements or physical location of some positions allocated to this classification 
may render the position security sensitive, and thereby subject to the provisions of section 51.215 
Texas Education Code. 
 


