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Job Title: Project Coordinator — CNC Grinding Industry

About Us:

Campbell Grinder Company is a leader in precision engineering and advanced CNC grinding solutions, specializing
in delivering high-quality machines and innovative technology to our clients in the aerospace, defense, and
machinery industries.

Position Description:

We are seeking a highly motivated and organized Project Coordinator to support the planning, execution, and
delivery of various projects. This role will assist in coordinating tasks, tracking progress, and ensuring timelines
and objectives are met. The ideal candidate has strong communication skills, attention to detail, and a working
knowledge of Microsoft Project.

Essential Job Duties and Responsibilities:

e Assist in creating and maintaining Gantt charts using Microsoft Project under the direction of the Project
Manager.

e Track project milestones, deliverables, and budgets as directed.

e Support the coordination of cross-functional teams and help ensure task deadlines are met.

e Attend project meetings, take notes, and follow up on action items and assist with meeting preparation.

e Identify risks or delays and escalate issues as needed.

e Help ensure adherence to established project processes and standards.

e Contribute ideas to improve project management tools and workflows.

e Provide general support in decision-making and contribute to a fast-paced, innovative, and responsive
work environment.

e Be available for occasional travel to support project activities.

e The above description in no way states that these are the only duties to be performed by someone with
this job title.

Knowledge & Necessary Skills Required:

e Proficient in Microsoft Project and Microsoft Office (Excel, Word, PowerPoint).
e Strong organizational and time-management skills.

e Clear and effective written and verbal communication skills.

e Ability to work independently and as part of a team.

Education & Qualifications Required:

e High School diploma or equivalent, preferred.
e Prior experience in project management, preferred.
e Grinding or manufacturing experience is a plus.

Company Benefits:

e Relocation Package
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Company Matched 401(k)

Health, Life, Dental and Vision Insurance on day one
Life & AD&D Insurance

Flexible Spending Account

PTO Time

Bonus Program

Wellness Reimbursement

Compensation range: up to $60,000 annually, commensurate with skills and experience.
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