
 
 
 
 
 
 
 
 
 

SEFNCO Communications is currently recruiting for a Subcontractor Coordinator at our Sacramento, CA facility! 
 
Operating from multiple locations, SEFNCO Communications has the ability to provide single source engineering, 

construction, and management solutions that meet the growing needs of phone, broadband, cable and cellular 

companies throughout the Western United States. Our expertise has positioned us to support local, State, and Federal 

agencies, including military installations. It is the same fundamentals that founded the company that drive the company 

today. SEFNCO Communications is committed to providing the highest level of quality service to our customers and the 

communities we live in. 

Summary: 

The role of the Subcontractor Coordinator is to register and monitor compliance of all SEFNCO subcontractors in accordance with 
SEFNCO and customer policies and guidelines. The position supports facilities in multiple states. This position also will be responsible 
for the entire subcontractor business contract administration process.  

Key Duties and Responsibilities: 

 Manage all subcontractor registration and renewals, to include: 

 Insurance(s) Compliance 

 License(s) Compliance 

 Safety & Health Compliance 

 W9 Compliance 

 Update and provide subcontractor compliance and non-compliance reports on a monthly basis. 

 Create and process subcontractor business contracts. 

 Manage all business licenses to include new license application and annual renewals. 

 Manage all internal and subcontractor badging to include: application review, submission, tracking, inventorying, annual 
renewals and compliance review. 

 Monthly review of all business license and badging dates to ensure timely renewals.  

Secondary Duties: 

 Maintain detailed and accurate files. 

 Develop and submit reports as needed. 
 

Desired Knowledge, Skills and Abilities: 

 Microsoft Office Suite – Word, Excel, Outlook, Etc 

 Strong organizational skills 

 Excellent verbal, written, phone, and interpersonal skills 

 Proven strong analytic / problem solving skills 

 Able to work with different departments and both internal and external work crews and managers 

 Must possess valid (Class C) Drivers license, with good driving record. 

 Ability to work in a fast paced high volume work environment 

 Dependable, flexibility to work weekends and holidays, as needed 

 Work independently under minimal supervision 

 Must be able to sit for prolonged periods of time in front of a computer.  Must be able to perform physical activities (lifting 
heavy equipment up to 50lbs unassisted, bending, standing, climbing, or walking)  



Benefits: 
 

 Competitive wage 

 Medical 

 Prescription 

 Vision 

 Dental 

 401(k) 

 Paid Time Off (PTO) 

 Holidays 

 Life Insurance/AD&D 
 

To apply, please send your resume to careers@sefnco.com RE: Subcontractor Coordinator_SACR 

Pre-employment drug screen and criminal background check required. 

SEFNCO participates in E-Verify and E-Screen. 
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