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Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.
DEFINITION

Controls and coordinates the Fiber Optic /Underground Wireless programs and administrative support activities for Telecommunications Revenue and other divisions, outside agencies, Fiber Optic Users in the BART right of way and the general public;  provides highly responsible and complex administrative support to the Telecommunications Revenue  Project Managers; and performs related duties as assigned.

CLASS CHARACTERISTICS

This class controls and administers the Telecommunications Revenue Program for construction and maintenance throughout the District. The incumbent is accountable for furthering District goals and objectives within general policy guidelines. This class is distinguished from the Manager of Telecommunications Revenue Construction and Maintenance in that the latter has ongoing responsibilities for the Telecommunication Revenue Construction and Maintenance Project.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

1.
Coordinates the organization, staffing, operational and administrative activities for the  commercial Fiber Optic Maintenance, and Restoration program including program planning, scheduling and reporting.

2.
Develops and implements maintenance procedure manuals for the commercial Fiber optics maintenance program .

3.
Identifies opportunities for improving service delivery  to the commercial user community; identifies resource needs, and reviews with appropriate management staff for implementation.

4.
Develops, coordinates and reviews   track allocation schedules, IOPs and SSWPs for the Telecommunications Revenue Program.  

5.
Monitors work flow; reviews and evaluates Contractor’s schedule and methods of operation;  meets with staff to identify and resolve problems.

6.
Establishes contracts with maintenance and repair vendors to ensure necessary functions are performed in keeping with all user agreements. Also prepares BART staff support cost estimates for negotiations.

7.
Develops automated tracking systems for effective project control; coordinates project control needs with outside agencies and other District departments; advises staff on status of project costs.

8.
Prepares and maintains annual budgets for staff force account and support facilities.

9.
Provides assistance in purchasing; evaluates and monitors inventory of equipment and materials controlled by the Fiber Optic/Wireless group in the BART Right of Way; ensures all purchasing complies with District guidelines.

10.
Analyzes, monitors, evaluates and makes recommendations on division program areas including maintenance, equipment failures and purchasing requirements.

11.
Maintains program files, including wireless revenue files, consultant contracts and all strategic alliance files. Responds to requests for information and public records requests and provides internal inquiries on all aspects of the program.

12.
Prepares a detailed plan for the use of BART Equipment, material and Labor resources based on approved Contractor schedules to ensure allocation of equipment to the Telecommunication Revenue program does not adversely impact other BART activities.

13.
Evaluates preliminary construction schedule for practicability to ensure that construction will be completed in a timely manner with minimum disruption to other BART activities, including Operations.

14.
Prepares detailed cost estimates and allocations based on the schedule submitted by the Contractor.

15.
Tracks the use of BART Labor, Materials and Equipment during the installation stage of the user agreement, invoices users for reimbursement and ensures credit to the appropriate work orders.

.

16.
Coordinates with Office of Planning and Budget and Treasury to ensure appropriate cost allocation and work order identification.

17.
Ensures that Safety Monitor hours are properly documented and adequately charged with the correct work order and resolves payment issues with the temporary help agency.

QUALIFICATIONS

Knowledge of:
Operational characteristics, services and activities of a track and structures maintenance, inspection and  allocation program.

Purchasing policies and procedures.

Knowledge of Soft monitoring in the BART Right of Way. 

Principles and practices of contract administration.

Principles of project scheduling and management.

Principles and practices of budget preparation and administration.

Principles of  Construction Management

Principles and procedures of record keeping.

Occupational health and safety rules and regulations.

Pertinent Federal, State and local laws, codes and regulations.

Principles of mathematics.

Fiber Optic technologies and applications.

Skill in:
Requesting and coordinating track allocation in the BART Right of Way.

Use of various computer software including Spread Sheets, Word Processors, Project Scheduling and Analysis and Project Presentation programs.

Maintaining records and logs.

Preparing clear and concise administrative and financial reports.

Analyzing problems, identifying alternative solutions, projecting consequences of proposed actions and implementing recommendations in support of goals.

Interpreting manuals, diagrams and schematics.

Interpreting and applying Federal, State and local policies, laws and regulations.

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course of work.

MINIMUM QUALIFICATIONS 

Education:
A Bachelor’s degree in Engineering, Construction Management or closely related field from an accredited college or university.

Experience:
Five (5) years of  (full-time equivalent) verifiable professional construction management  experience  in managing Fiber Optic installation, testing and documentation.

Substitution:
Additional professional experience as outlined above may be substituted for the education on a year-for-year basis.  A college degree is preferred.

WORKING CONDITIONS
Environmental Conditions:

Office environment; field environment; electrical energy.  Exposure to computer screens, heat, cold, dust, grease, smoke, fumes, gases; work or inspect in confined spaces; work or inspect underground.

Physical Conditions:

May require maintaining physical condition necessary for walking, standing or sitting for prolonged periods of time.

EEOC Code:
02
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