PROJECT PLANNER
Position Summary:
The Project Planner will work with Project Supervisors, vendors, and internal departments to coordinate, maintain, develop and assist with special project work.  Work emphasis will include documentation, bids, drawings, forms, manuals, project specifications, etc. as needed.  The Project Planner will work within a Project Management System and will be responsible for projects up to $1,000,000 in 12 – 18 months.
Hours:
Base work schedule is Monday thru Friday, 7 am - 3:30 pm with flexible schedule and overtime as needed for business necessity. Evenings and weekends may be necessary on occasion due to project needs.
[bookmark: _GoBack]Hourly wage is based on experience and education, up to $31.00 maximum rate. BioKyowa offers an excellent benefit package including medical, prescription drug and dental insurance, FSA/HSA, life and disability insurance, 401k match and profit sharing, vacation and sick leave time.
Position Requirements:
· Associates degree in industrial technology, project management, or relevant area strongly preferred; will accept demonstrated applicable experience in project work, basic engineering, and calculations.
· Strong computer skills required, especially working with Word, Excel, PowerPoint, MS Project, and AutoCAD or Autodesk Inventory/Cad
· Mechanical, electrical, and construction knowledge required.
· Professional and effective communication, organizational, and documentation skills required.
· Time management skills and ability to manage multiple priorities and deadlines
· Motivation to learn and develop into lead roles
General Job Duties:
· Assist Project Supervisors and Managers with readily accessible and up-to-date documentation.
· Ability to write basic engineering documents.
· Issue IQ and OQ documents and inspection reports as needed.
· Responsible for the coordination and maintenance of project and PMO documents.
· Work breakdown structures by identifying and managing critical and non-critical paths; create and maintain project schedules.  
· Develop, coordinate and assemble project specifications, bid packages for smaller project bids. 
· Responsible for creation of, maintenance of files, timely updating of P & ID’s. 
· Make constructive and creative suggestions for improvements and cost savings.
Quality Requirements:
Minimal facial hair, minimal makeup, no jewelry, false fingernails, nail polish, hair extensions, wigs, toupees, cologne or perfume. Long hair must be tied up for safety reasons. Facility is a non-smoking, non-tobacco facility.

