
COORDINATE AND LEAD PROJECTS UNDER PRINCIPALS AND SENIOR
PROJECT MANAGERS FOR LARGE AND COMPLEX LUXURY
RESIDENCES IN THE US AND OVERSEAS.
LEADING THE DRAFTING,  DEVELOPMENT,  COORDINATION,  AND
ORGANIZATION OF PROJECT DRAWING SETS AND CONSTRUCTION
DOCUMENTS
STRONG ADMINISTRATIVE CAPABILITIES
DELEGATE EFFECTIVELY AND SUPERVISE WITH CONFIDENCE
RESEARCH OF BUILDING CODES
PRODUCTION OF CAD DRAWINGS & 3D RENDERINGS
INTERPRETING DESIGN INTENT INTO WORKING DRAWINGS FOR
CONTRACT DOCUMENTS
TYPE AND ASSEMBLE PROJECT SPECIFICATION DOCUMENTS
TYPE REPORTS,  MEMOS,  LETTERS,  MEETING MINUTES OR VARIOUS
OTHER DOCUMENTS
MANAGE FILES THROUGH BOTH HARD COPY AND ELECTRONIC
FIL ING MANAGEMENT INCLUDING CREATION OF NEW FILES,  F IL ING
AND ARCHIVING
REVIEW OF SHOP DRAWING,  F IELDWORK AND CONSULTANT
COORDINATION
CONSTRUCTION ADMINISTRATION
PROJECT TRAVEL MAY BE REQUIRED
OTHER DUTIES,  AS ASSIGNED BASED ON PROJECT NEEDS

EDUCATION & EXPERIENCE: 

SKILLS & COMPETENCIES:  

BENEFITS  

RESPONSIBILITIES

HOW TO APPLY 

PROFICIENCY IN AUTOCAD,  SKETCHUP,  PHOTOSHOP
PROFICIENCY IN MS OFFICE INCLUDING EXCEL,  WORD,
POWERPOINT AND OUTLOOK
STRONG COMPUTER SKILLS WITH THE ABILITY TO LEARN AND
MASTER NEW SYSTEMS AND APPLICATIONS
FLEXIBLE AND ABLE TO FUNCTION WELL IN A FAST-PACED
ENVIRONMENT
 GREAT INTERPERSONAL SKILLS AND THE ABILITY TO INTERACT
WITH ALL LEVELS OF STAFF
PROVEN ABILITY TO INDEPENDENTLY SOLVE PROBLEMS
ORGANIZATIONAL AND MULTI-TASKING CAPABILITIES ARE VERY
IMPORTANT TO THIS  ROLE
HIGHLY ORGANIZED AND METICULOUSLY DETAIL-ORIENTED
ABILITY TO WORK INDEPENDENTLY WITH LITTLE SUPERVISION
AND IN A COLLABORATIVE TEAM ENVIRONMENT
OUTSTANDING COMMUNICATION SKILLS BOTH VERBALLY AND
IN WRITING

Richard Manion Architecture creates distinctive residences and renovations with a respect for

traditional forms and historic imagery adapted to modern living. Our signature style draws

upon traditional and streamlined classical, regional and contemporary influences to reflect

authentic details, proportions and a sophisticated sense of place for the 21st Century. 

We are currently seeking a full-time, on-site Junior Project Manager with 2 years’ experience

in management, 6 years of architectural work experience overall to join our growing

architecture practice in Los Angeles CA.

QUALIFIED AND INTERESTED CANDIDATES,  INCLUDE YOUR
RESUME,  COVER LETTER,  SALARY REQUIREMENTS,  AND
COMPACT REPRESENTATIVE SAMPLE OF YOUR WORK.  YOUR
WORK SAMPLES SHOULD INCLUDE A SAMPLE SET.  

PLEASE EMAIL  WITH SUBJECT JUNIOR PROJECT MANAGER TO:
INFO@RICHARDMANION.COM 

NO AGENCIES PLEASE:  UNSOLICITED RESUMES FROM THIRD
PARTY AGENCIES WILL  NOT BE ACCEPTED.

We’re 
Hiring!

Junior Project Manager
Los Angeles

Richard Manion Architecture is an Equal Opportunity

Employer. All qualified applicants will receive

consideration for employment without regard to age,

race, color, religion, sex, sexual orientation, gender

identity, national origin, or protected veteran status

and will not be discriminated against on the basis of

disability or arrest/conviction records

ARCHITECTURAL EDUCATION OR EQUIVALENT EXPERIENCE
2 YEARS MANAGEMENT EXPERIENCE,  6  YEARS MINIMUM
ARCHITECTURAL WORK EXPERIENCE OVERALL IS  A MUST
HIGH-END RESIDENTIAL WORK EXPERIENCE PREFERRED OR
COMMERCIAL WORK EXPERIENCE

COMPREHENSIVE BENEFITS PACKAGE INCLUDING MEDICAL AND
DENTAL PLAN
PAID PTO AND HOLIDAYS
ANNUAL PERFORMANCE BONUS OPPORTUNITIES

 Responsibilities include but are not limited to:

mailto:info@richardmanion.com

