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Consulting Firm Project Coordinator 

BACKGROUND:  Northwest Industrial Resource Center (NWIRC) is a not-for-profit organization 
that serves small and mid-sized manufacturers throughout northwest and north central 
Pennsylvania. Through a private and public partnership business model, NWIRC is driven by the 
impact our consulting and customized training solutions have on our client’s business, the 
manufacturing industry as a whole, and our regional economy. We help manufacturers achieve 
and sustain top and bottom-line growth through the implementation of next generation 
manufacturing strategies, world-class improvement methodologies and best practices, 
advanced manufacturing technologies, and customized workforce training and skill 
development programs. NWIRC was created in 1988 as part of a state-wide initiative, and is one 
of seven centers that serve manufacturers throughout Pennsylvania.  

As a strategic priority to increase our ability to effectively and efficiently serve our 
manufacturing clients, we are currently seeking an organized, adaptable, and detail-oriented 
business management professional to help us achieve our vision to be recognized and 
respected within the manufacturing community as the go-to resource for support and to 
strengthen the manufacturing industry by facilitating positive, desired change. 

OBJECTIVES:  The qualified candidate will utilize their exceptional customer service and project 
management skills to support the outreach performed by NWIRC’s Strategic Business Advisors 
by coordinating various activities that will facilitate a successful implementation of consultative 
projects with manufacturing clients while meeting the requirements and objectives of NWIRC.  
Specifically, the successful candidate will:   

 Quickly learn and execute NWIRC’s business model with regards to client engagement
 Be knowledgeable of manufacturers’ general needs and NWIRC’s service solutions
 Communicate via email and telephone with various internal and external project

stakeholders to schedule project meetings, submit invoices, gain project status, and
facilitate changes as necessary

 Utilize Excel spreadsheets, or other tools, to actively track the progress of open projects
 Actively maintain database, customer relationship management (CRM), and other

required reporting system records
 Communicate project status and work on problem identification and solutions with

NWIRC team members
 Other activities as required

REQUIREMENTS:  Candidates must possess strong customer service and project management 
skills as well as business acumen of manufacturing acquired through a minimum of ten (10) 
years of direct work experience with a demonstrated record of accomplishments.  A bachelor’s 
degree is preferred, although can be substituted with more than 10 years of direct work 
experience with manufacturing as described above.                             <<Continue to next page>> 
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Additionally, the ideal candidate shall have excellent computer knowledge with proficiency in 
Microsoft Word, Microsoft Excel, and a CRM platform; have excellent planning and organization 
skills; and be willing to take initiative with great attention to detail.   

CONTACT:  Qualified candidates are to send their resume and an introductory email 
highlighting relevant coursework and experience for the position by June 25th, 2021 to: Mr. 
Michael Griffith, Manager, Operations & Business Development, at mgriffith@nwirc.org.  Please 
direct all inquiries about this opportunity, including requesting further detailed description of 
essential job function, to the same. 


