
CWS Security  2028 US Hwy 8  St Croix Falls, WI 54024     715-483-0083 

 

Installation & Logistics Coordinator 

This is a Monday-Friday, 8:00 AM – 4:30 PM, in-office position.  

Position Summary 

The Installation & Logistics Coordinator supports the installation process through project setup, 
material procurement, inventory management, system activations, and logistics coordination. This 
position ensures technicians have the equipment, information, and resources needed to complete 
installations efficiently and successfully. 

Key Responsibilities 

• Enter and maintain installation jobs in company software 
• Order equipment and materials for scheduled projects  
• Receive, verify, and distribute incoming shipments 
• Maintain accurate inventory counts and organization  
• Track material usage and reorder stock as needed  
• Coordinate equipment staging for installation projects  
• Activate alarm, access control, video, and related security systems  
• Support technicians with project documentation and logistics  
• Work closely with the Operations Manager to ensure timely project completion  
• Maintain vendor and purchasing records 
• Back up answering incoming calls and assisting customers with inquiries 

Preferred Qualifications 

• High school diploma or equivalent required; associate degree in business, logistics, 
construction management, or related field is a plus.  

• Experience coordinating multiple projects and managing competing priorities.  
• Working knowledge of burglar alarms, fire alarms, access control, CCTV, and other low-

voltage systems is a plus.  
• Proficiency in Microsoft Office (Outlook, Excel, Word, and Teams). 

Required Skills & Abilities 

• Excellent organizational and time management skills.  
• Strong written and verbal communication skills.  
• Professional customer service skills.  
• Ability to work independently while collaborating with multiple departments.  
• Problem-solving mindset with the ability to anticipate scheduling or material conflicts.  
• Ability to maintain confidentiality and professionalism. 
• Must be able to pass background check  

CWS Security offers competitive wages and benefits. We have a generous paid time off allowance, 
401K retirement plan with company match as well as paid training. Hourly wage $23-28 for this 
position based on experience. 


