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Project Coordinator
Installation Scheduling, Purchasing & Project Support | $27–$32/hr.
Location: St. Lucie, Martin, Palm Beach & Broward Counties
Employment Type: Full-time, Non-exempt
Reports To: Branch Manager (Stuart)
Pay: $27–$32/hr., based on experience

Group One Safety & Security is hiring a Project Coordinator to keep our fire and security system installations running on time, on budget, and up to standard. You’ll build installation schedules, keep clients and crews in sync, and handle purchasing so our technicians have what they need when they need it. If you’re the organized one who keeps everyone else on track, this role is for you.
What You’ll Do
Coordinate all aspects of fire and security system installations, from initial site assessment through completion.
Develop detailed installation schedules, assign tasks, and ensure timely execution of milestones.
Communicate regularly with clients, project managers, and installation teams to provide updates and address issues.
Place orders, track deliveries, and manage inventory so materials are available when needed.
Maintain accurate records of purchases, inventory levels, and supplier performance.
Identify cost-saving opportunities without compromising quality or safety.
Maintain installation plans, schedules, and progress reports; prepare completion reports and client handover documentation.
Provide support and guidance to installation technicians and subcontractors.
What We’re Looking For
Minimum of 3–5 years of experience in project coordination, preferably in fire protection or construction.
Excellent organizational and time management abilities.
Effective communication and interpersonal skills for working with clients, team members, and suppliers.
Proficiency in Microsoft Office Suite and service management software.
Valid driver’s license and willingness to travel occasionally as needed.
Must be able to pass a background check and drug test.
High school diploma or equivalent.
What We Offer
Competitive pay based on experience
401(k) retirement plan
Paid time off, holidays, and sick days
Ongoing training and professional development
Stable, locally owned company with 40+ years in the community
About Group One Safety & Security
Group One Safety & Security has been South Florida’s trusted name in life safety and security since 1984. Locally owned and operated, we’ve grown from the Treasure Coast to serve clients from Orlando to Miami — protecting homes, high-rises, hospitals, HOAs, and industrial facilities with fire alarm, fire sprinkler, security, access control, and video surveillance systems. We have a saying here: “Do it right and do the right thing.” That starts with hiring the right people.
Ready to Apply?
Submit your resume and a brief note about your experience to be considered. Qualified applicants will be contacted to schedule an interview. All candidates must be able to pass a pre-employment background check and drug screening.
Group One Safety & Security is an Equal Opportunity Employer. Employment decisions are based on merit, qualifications, and abilities. We do not discriminate on the basis of race, color, religion, sex, national origin, age, disability, sexual orientation, gender identity, veteran status, or genetics.
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