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City and Borough
Sitka, Alaska

Class Specification

Class Title Project Manager
Class Code Number 5085

FLSA Designation Exempt

Pay Grade and Range 34

Effective Date 07-01-2014

General Statement of Duties

The incumbent is responsible for performing design management and overall coordination of complex
engineering/architectural projects, including providing technical guidance and/or supervision to contract,
consulting, and/or CBS staff to monitor project progress and conformance with established plans and
specifications; develops plans, specifications, cost estimates and contracts for major projects; prepares written
technical and verbal reports to external agencies; acts as principal liaison with contractors and consultants on
major studies or projects; performs related work as required.

Distinguishing Features of the Class

The principal function of an employee in this class is to perform management and administration functions for
major capital improvements involving selecting and applying accepted and standard architectural and
engineering practices associated with the location, planning, design, and construction of subdivisions,
buildings, structures, foundations, streets, airports, hospitals, harbors, schools, parks, water, wastewater,
utilities and recreational facilities. Incumbents work under the general direction of the Municipal Engineer and
are assigned a variety of projects. Methods of performing tasks are the responsibility of incumbent so long as
they are within established policies and procedures. The incumbent is able to perform a variety of engineering
and architectural services in a multitasking environment without specific instruction. Additionally, incumbents
are able to schedule and complete numerous, simultaneous assignments and only require limited direction
from a supervisor to fulfill their job duties. Incumbents use professional judgment to make routine
assumptions and decisions without supervisor input and approval on a frequent basis. Incumbents also make
complex assumptions, recommendations, and decisions without supervisor input and approval on a frequent
basis. Incumbents also make complex assumptions, recommendations, and decisions with limited direction
from a supervisor. Incumbents frequently work with external organizations, such as other departments,
agencies, public boards, and members of the public and only require supervisor support in the most complex
situations.

The incumbent exercises direct control and personal supervision over one or more of the following tasks:

e The consultation, investigation, evaluation, planning and design of capital improvement projects.
e Professional observation of the construction of capital improvement projects.
¢ Review of drawings, plans, and specifications to determine compliance with regulatory codes.



Project Manager — 5085 Page 2

Examples of Essential Work (lllustrative Only)

e Applies contract management, architectural and engineering principles and practices to any or all phases
of the location, design and construction of a wide variety of types of major capital improvement projects.

e Serves as contract administrator and/or construction coordinator on major construction projects; prepares
gant charts for project scheduling.

e Prepares reports, plans, specifications, and cost estimates for various types of design and construction
projects.

e Performs drafting, design and mathematical calculations for design geometrics, weight loads, stresses
and alignments. Computes quantities and cost of materials in the preparation of preliminary project cost
estimates.

e For smaller capital projects, performs field investigations and depicts terrain and its effect on structural
support; assists in designing foundations, structural frameworks necessary to support the architectural
design; performs engineering computations to determine weight loads and stress; prepares job and
materials specifications and detailed working drawings.

¢ Negotiates contracts for professional and construction services; purchases and expedites materials and
equipment; coordinates with a variety of other government and/or private agencies.

e Supervises assigned support staff, if any.

e Conducts designs, design reviews and approval, cost estimates, scheduling and construction supervision;

e Coordinates public projects by outside consultants and/or private contractors and suppliers, including
holding project oversight for adherence to contract specifications;

o Prepares Requests-for-Proposals for consulting services and related project specifications and bid
documents, and participates in the selection process and monitors and evaluates consultant’s project
performance;

e Prepares plans and specifications and assembles other data related to capital construction and
maintenance projects;

e Prepares and monitors grants, local assistance programs and budgets to assure all terms, conditions and
budget limits are followed;

e Obtains Army Corps and State permits;

¢ Reviews and modifies City and Borough engineering systems and conducts research on current trends
and innovations in civil engineering;

e Provides needed information and demonstrations concerning how to perform certain work tasks to new
employees in the same or similar class of positions;

e Performs initial field work analysis of capital improvement projects, including preparing cost estimates,
project design, plans and specifications;

e Prepares bid packets, performs construction inspections testing and oversight of adherence to
specifications upon project completion;

e Prepares pay estimates, punch lists and final close-out documentation for capital improvement projects;

e Provides needed information and demonstrations concerning how to perform certain work tasks to new
employees in the same or similar class of positions;

e Keeps immediate supervisor and designated others fully and accurately informed concerning work
progress, including present and potential work problems and suggestions for new or improved ways of
addressing such problems;

e Attends meetings, conferences, workshops and training sessions and reviews publications and audio-
visual materials to become and remain current on the principles, practices and new developments in
assigned work areas;

e The nature of the work performed requires that an employee in this class establish and maintain effective
working relationships with other Department and City employees, outside contractors and the public.

e Responds to citizens’ questions and comments in a courteous and timely manner;

¢ Communicates and coordinates regularly with appropriate others to maximize the effectiveness and
efficiency of interdepartmental operations and activities;

e Performs other related duties as assigned.



Project Manager — 5085 Page 3

Required Knowledge, Skills and Abilities

Comprehensive knowledge of standard engineering and architectural principles as applied to capital
projects;

Comprehensive knowledge of engineering design, analysis, construction, construction inspection, project
engineering, project management and contract administration;

Comprehensive knowledge of local, State and federal laws, statutes and ordinances, assistance and grant
programs for engineering projects;

Thorough knowledge of current engineering or architecture principles and practices applied in the
planning, analysis, design, construction, and management of the types of projects undertaken by the
Engineering Department.

Considerable knowledge of the use and application of computers in the engineering or architecture office
workplace.

The ability to establish and maintain effective working relationships with supervisors, coworkers, clients,
consultants, contractors, and the public.

The ability to work as a productive member of a team.

The ability to use and interpret design/construction plans, contracts, and standards; to assess the
conformance of work with design/construction plans, contracts, and standards.

The ability to use interpersonal relationship skills to promote good human relations; successfully negotiate
with hostile individuals.

The ability to schedule and perform simultaneous tasks; to define the scope and establish constraints of a
project.

The ability to develop and revise design/construction standards and furnish advice on the use and
interpretation of the standards; to assess the conformance of work with design/construction plans,
contracts, and standards and to recommend actions to restore conformance.

Ability to use Computer Automated Drafting systems;

Ability to use engineering, drafting, survey and testing tools;

Ability to read, design and compose maps;

Ability to communicate well with others, both orally and in writing, using both technical and non-technical
language;

Ability to understand and follow oral and/or written policies, procedures and instructions;

Ability to perform a wide variety of duties and responsibilities with accuracy and speed under the pressure
of time-sensitive deadlines;

Ability and willingness to quickly learn and put to use new skills and knowledge brought about by rapidly
changing information and/or technology;

Ability to conduct comprehensive studies, including the development of analysis and solutions to highly
technical problems.

Ability to express thoughts clearly in verbal communications; compose concise, organized, grammatically
correct correspondence; use verbal, written, and electronic media to establish effective communications.
Ability to identify relevant issues in complex matters, interpret issues and impacts; exercise sound
judgment in making assumptions and solving problems; analyze and appraise facts and precedents.
Ability to design minor capital improvement projects.

Integrity, ingenuity and inventiveness in the performance of assigned tasks.

Acceptable Experience and Training

Graduation from an accredited college or university with a Bachelor's Degree or equivalent in construction
management, architectural engineering; and

Five years experience in architecture, engineering or in one or more of the building trades; or education
and training in architecture, construction management; or

Any engineering substantially equivalent to the above with a thorough understanding of construction terms
and concepts.



Project Manager — 5085 Page 4

Required Special Qualifications

Possession of a driver’s license issued by the State of Alaska.

Essential Physical Abilities

Sufficient clarity of speech and hearing or other communication capabilities, with or without reasonable
accommodation, which permits the employee to communicate effectively;

Sufficient vision or other powers of observation, with or without reasonable accommodation, which permits
the employee to survey public works structures and review work in progress;

Sufficient manual dexterity with or without reasonable accommodation, which permits the employee to
operate engineering tools and computer equipment;

Sufficient personal mobility and physical reflexes, with or without reasonable accommodation, which
permits the employee to visit various work sites within the City and Borough.
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