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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
Manages the development of individual projects within the Capital Projects Program in Transit System Development; manages project resources required to develop, create and implement new projects; and performs related duties as assigned.

CLASS CHARACTERISTICS

This class is responsible for the development of individual projects within the Capital Projects Program and provides support to higher level management staff.

REPORTS TO

This position reports to the Manager of Civil and Structural Engineering.

EXAMPLES OF DUTIES – Duties may include, but are not limited to, the following:
1.
Manages the development of individual projects within Capital Programs in Transit Systems Development; defines project scope; develops material and labor budgets; determines the project's schedule; in conjunction with other engineering staff and management, prioritizes projects.

2.
Develops project budgets and schedules; evaluates project status against original budget and schedule; determines and reports variances.

3.
Reviews and evaluates Capital Project Justification Sheets and Summary Cost Estimates; clarifies items; ensures all submissions are accurate and complete.

4.
Oversees and coordinates Extension Program staff activities to ensure reports and related tasks are completed.

5.
Establishes and maintains systems or tools to monitor new projects and track current project progress; maintains project database; utilizes database to initiate and monitor emergent projects.

6.
Monitors project progress during implementation; prepares management reports and presentations on current projects.

7.
Oversees the work activities of assigned contracted staff on capital projects; ensures all contract terms and conditions are complied with and that reporting requirements are met.

8.
Oversees the work of activities of consultant staff on assigned projects; ensures that all contract terms and conditions are complied with and fulfilled.

9.
Develops procedures, performs studies or coordinates projects as requested.

QUALIFICATIONS

Knowledge of:
Principles and practices of construction project control.

Principles and practices of budget preparation and administration.

Principles and practices of cost accounting, cost estimating and financial analysis.

Applicable engineering and construction terminology and concepts.

Engineering and construction contract administration, including specifications and schedules.

Methods and techniques of managing the development of capital programs. 

Principles and practices of cost accounting and financial analysis.

Current office procedures, methods and equipment including computers.

Principles and practices of contract administration.  

Principles of supervision and training.

Related Federal, State and local laws, codes and safety regulations.

Skill in:
Coordinating development of new projects in a comprehensive transit development program.

Applying engineering and construction project management principles.

Planning, organizing, directing, coordinating and reviewing the work of assigned staff.

Developing and monitoring engineering and construction project budgets and schedules.

Analyzing complex financial information.

Preparing clear and concise administrative and financial reports.

Preparing and administering complex budgets.

Operating office equipment including computers and supporting word processing and spreadsheet applications.

Interpreting and applying applicable 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 the work.

MINIMUM QUALIFICATIONS 
Education: 

A Bachelor’s degree in engineering or a closely related field from an accredited college or university.

Experience: 

Five (5) years of (full-time equivalent) verifiable project management experience.

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

WORKING CONDITIONS
Environmental Conditions:  

Office environment; exposure to computer screens.

Physical Conditions:  

May require maintaining physical condition necessary for sitting for prolonged periods of time.

EEOC Code:
01
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