Administrative Office Manager – Portland, ME
Thornton Tomasetti’s green building consulting practice (formerly Fore Solutions) in the vibrant Old Port of Portland, ME, is seeking a full-time Administrative Office Manager to provide administrative support and marketing assistance. 

 Job Responsibilities 

 • Provide general support to Project Managers, including travel, distribution lists, scanning, print job pick up, etc.  

• Assist the Principal when needed 

• Provide project support specific to the needs of our green building work and Leadership in Energy and Environmental Design (LEED) projects 

• Assist with developing marketing materials 

• Assist with writing proposals for new projects 

• Manage the purchasing of office and kitchen supplies, and manage vendors  

• Greet visitors to the office and answer the office phone 

• Manage schedules and the office calendar 

• Manage agenda and meeting minutes for weekly staff meeting 

• Assist with event planning 
 Qualifications 

• 3+ years experience in administrative assistance 

• Communications and writing skills 

• Marketing experience 

• A friendly, welcoming, can-do attitude 

• A “people person” 

• Ability to effectively prioritize and execute numerous project responsibilities simultaneously 

• A passion for sustainability is a plus 

• Experience in the building field is a plus 
Fore Solutions 
Fore Solutions is now part of the engineering firm, Thornton Tomasetti. As the sustainability practice of Thornton Tomasetti, we are tasked with finding projects, clients and design teams who are seeking sustainable innovation. Our building certification skills are among the best internationally, and our approach is always toward the best solution for a project. Integral to our success is our energy and environmental analysis skills that enable us to provide the data to achieve the best integrated building solutions. 

Apply to this job 

Thornton Tomasetti is an Affirmative Action/Equal Opportunity Employer 

