


34. Coordinate project documents 
35. Order construction supplies 
36. Determine the equipment for the job 
37. Prepare a Request for Information (RFI) 
38. Prepare subcontract documents 
39. Hire subcontractors 
40. Draft contracts 
41. Prepare a submittal 
42. Review submittals 
43. Coordinate trade submittals 



80. Perform risk mitigation activities 
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81. Develop job descriptions 
82. Interview prospective employees 
83. Hire employees 
84. Conduct annual performance reviews 
85. Discipline employees 
86. Terminate employees 
87. Conduct team building exercises 
88. Assign tasks to employees 
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