City of Chattanooga, TN

Classification Title:  Contracts Project Manager

	Department: 
	General Services
	Pay Grade:
	TBD

	Supervision Received From:
	Director General Services
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	
	Established:

Revision:
	10/21/1103/29/12


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for reviewing all City-wide contracts, relating to building/facility construction and maintenance projects including oversight on the performance of Citywide building/facility construction contracts.  Duties include: all areas of review for contract management including planning, design, project scheduling, construction, post construction, inspection, and acceptance of the facility or maintenance construction.

SERIES LEVEL:

The Contracts Project Manager is a stand alone position. 
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

·  Reviews and monitors the building construction or maintenance project from inception to completion; assists with the definition of the scope of the work; coordinates the RFP development; participates in bid openings, evaluating bid and awarding contract.
· Studies job specifications to determine appropriate construction methods and determine cost effectiveness of plans.

· Develops project objectives, strategic sequencing, detailed milestone schedule and performance requirements.
· Interprets designs, plans, specifications, and contracts.  Serves as Chairman for all RFQ/RFP selection committees and serves as a board member of the CAPS committee.
· Maintains ongoing contact with sponsoring department’s project coordinator; provides regular feedback and update on project status and progress; prepares and submits budget estimates, progress or cost tracking reports; and holds regular status meetings with stakeholders.
· Anticipates, evaluates and recommends solutions to complex design problems or systems modifications; and ensures that project documents are complete and on file.
· Negotiates revisions, changes and additions to contractual agreements.

· Conducts regular onsite observation of work during construction to monitor compliance with plans and specifications.
· Investigates damage, accidents or delays at construction site to ensure that proper procedures and protocol are in place.

· Takes appropriate action to deal with the results of delays, bad weather or emergencies at construction site.

· Ensures that project is completed on time within authorized budget and meets quality standards in accordance with federal, state, local laws and regulations, and applicable industry codes and standards.
· Ensures construction is structurally sound, permanent, and responsive to human activities and needs; and meets environmental, ecological, and sustainable development requirements.
· Communicates and confers with sponsoring department’s project coordinator, contractors and/or design professionals to discuss and resolve issues to include but not limited to work procedures, complaints, construction problems, and project progress.
· Uses, carries, and answers their cell phone for business purposes as determined by the assigned job duties and the department head.

· Performs other duties as assigned.
MINIMUM QUALIFICATIONS:

Bachelor’s degree in engineering, architecture, construction management is required and five (5) years experience in managing construction projects, project design, and construction management.
LICENSING AND CERTIFICATIONS:

Valid Tennessee Driver’s License
KNOWLEDGE AND SKILLS:  
Knowledge of management principles; design techniques, tools, and principles involved in production of precision technical plans, blueprints, drawings, and models; materials, methods, and the equipment involved in the construction or repair of buildings, or other structures; business and management principles involved in strategic planning, resource allocation, construction methods, and coordination of people and resources; the practical application of engineering science, technology, and architecture which includes applying principles, techniques, procedures, and equipment to design, construction and maintenance of facilities and structures; the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar; construction methodologies and procedures; budgeting principles; advanced mathematical concepts; project management principles; and, applicable Federal, State, and Local laws, ordinances, codes, rules, regulations, standards, processes, and procedures.
Skill in monitoring and evaluating the work of contractors and consultants; prioritizing and assigning work; managing projects; performing advanced mathematical calculations; preparing, reading, understanding design documents, specifications and reports; identifying  the strengths and weaknesses of alternative solutions, conclusions or approaches to problems; conveying information effectively verbally or in writing; identifying complex problems and reviewing related information to develop and evaluate options and implement solutions; monitoring/assessing performance to make improvements or take corrective action; considering the relative costs and benefits of potential actions to choose the most appropriate; analyzing needs, conditions, operations, the environment and project requirements; identifying measures or indicators of system performance and the actions needed to improve or correct performance; exercising judgment in determining time, place, and/or sequencing of operations, data analysis, and operational strategy formulation; conducting tests and inspections of products, services, or processes to evaluate quality or performance; using computers and related software applications; developing and maintaining specifications and standards; reconciling differences, resolving and mediating conflict and/or hostile situations; speaking in public; managing and administering budgets; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS
Positions in this class typically require:   climbing, balancing, stooping, kneeling, crouching, reaching, standing, walking, pushing, pulling, fingering, grasping, feeling, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Light Work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or negligible amount of force constantly to move objects.  If the use of arm and/or leg controls requires exertion of forces greater than that for Sedentary Work and the worker sits most of the time, the job is rated for Light Work.

SPECIAL REQUIREMENTS:
Safety Sensitive:  N  
Department of Transportation - CDL: N
Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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