
 

JOB OPENING 
PLEASE POST 

 
 

PROJECT MANAGER 
FULL-TIME 

PORTAGE COUNTY 
 

Coleman Professional Services, a nationally recognized not-for-profit provider of behavioral 
health and rehabilitation programs, seeks a Project Manager to facilitate coordination and 
completion of all aspects of assigned projects to ensure consistency with Company 
strategy, commitments, and goals. 
 
Project management duties include overseeing the entire project lifecycle, from creation to 
completion, including collaborating with internal and external stakeholders, setting 
deadlines, publishing updates, escalating issues, coordinating resources, maintaining all 
project documentation, and more to ensure project plans are executed and completed on 
time and within scope and budget. 
 
The role also administers the Company’s insurance program (e.g., properties, services, 
fleet, medical coverage, risk management), including processing all information and reports 
required to initiate insurance claims, tracking/paying/verifying all billing, and coordinating 
information for all matters relating to the program (annual renewals, bids, etc.). 
 
Candidates must have a Bachelor’s degree in a Business Administration related field.  Due 
to the nature of the position, excellent collaboration, time management, and 
communication skills are needed, as well as the ability to multi-task and manage multiple 
priorities and deadlines.  Candidates also must have and maintain acceptable driver status 
in accordance with Company policy.  Preferred candidates will have experience with project 
management and/or time management tools, have Project Management Professional 
(PMP) certification, be familiar with process improvement and contract negotiations, and 
have experience with construction projects. Prefer someone with 2 to 4 years of experience 
in the field or related area. 
 
Benefits options include health/dental/vision benefits, retirement, paid time off, and more.  
Qualified applicants will receive consideration for employment without regard to race, 
color, religion, sex, national origin, sexual orientation, gender identity, disability or 
protected veteran status.  E.O.E. Persons with a disability can request an accommodation 
to complete the application process by emailing careers@colemanservices.org with the 
subject line “Accommodation Request.”  
 

If interested in applying for this position, visit our website at 
www.colemanservices.org and select the Join Our Team tab and then Careers. 
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