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                   CONTRA COSTA WATER DISTRICT

PROJECT CONTROLS MANAGER

DEFININITION

To plan, organize, direct and manage the activities related to District-wide capital project controls within the Finance department; to coordinate Project Controls division activities with other divisions and departments; and to provide highly complex analysis and assistance to project, senior and executive managers.

DISTINGUISHING CHARACTERISTICS

The Manager level recognizes positions that provide full line functional management responsibility for division within a department.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from senior management staff.

May exercise direct supervision over assigned professional and supervisory personnel.

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

Assist in the development and implementation of District and departmental goals, objectives, policies and procedures.

Manage, direct and organized project controls activities for all District capital projects, including managing the development, monitoring, tracking and reporting of budgets schedules, cash flows and cost estimates relative to actual budget and schedule performance. Ensure adherence to cost and accounting procedures and principles.

Direct, oversee and participate in the development of the division work plan relative to the Capital Improvement Program; assign work activities, projects and programs; monitor work flow; review and evaluate work products, methods and procedures.

Participate in the development of capital project work plans; monitor project progress relative to compliance with budgets and schedules; perform and/or oversee actual to budget variance analyses and exception reporting.

Assist in budget development and implementation for capital programs and projects; participate in the forecast and justification of additional funds needed.

As appropriate, participate in recommending the appointment of personnel; provide or coordinate staff training; work with employees to correct deficiencies; implement discipline procedures.

Represent the District as required to outside agencies and organizations; participate in outside community and professional groups and committees; provide technical assistance as necessary.

Research and prepare technical and administrative reports; prepare written correspondence.

Build and maintain positive working relationships with co-workers, project managers and other District employees and the public using principles of good customer service.

Perform related duties as assigned.

In the absence of the immediate supervisor, may assume the responsibility of that management position.

MINIMUM QUALIFICATIONS

Knowledge of:

Principles and practices of engineering and construction project management, scheduling, budgeting, and cost control relative to large public works construction projects.

Principles and practices of organizational analysis and management.

Standards and practices involved in contracting for professional, technical and construction services and administering related contracts.

Principles and practices of policy development and implementation.

Principles and practices of business correspondence and report writing.

Pertinent Local, State and Federal laws, rules and regulations.

Budgeting procedures and techniques.

Principles and practices of supervision, training and personnel management.

Computer software applications, including word processing, spreadsheets, graphics, databases, project scheduling and management, and other appropriate project controls applications.

Ability to:

Organize, and direct a program of related activities within assigned division.

On a continuous basis, know and understand all aspects of the job; analyze budget and technical reports; interpret and evaluate staff reports; know laws, regulations and codes; observe performance and evaluate staff; problem solve department and capital program related issues; understand various personnel rules; explain and interpret policy, and explain regulations and procedures to representatives of other public agencies, other District staff, community groups and the general public.

On a continuous basis, sit at desk and in meetings for long periods of time. Intermittently perform field inspections of construction sites; twist to reach equipment surrounding desk; perform simple grasping and fine manipulation; use telephone, and write or use a keyboard to communicate through written means; and lift and carry weight of 10 pounds or less.

Prepare and administer division budget.

Supervise, train and evaluate any assigned personnel.

Establish and maintain effective working relationships with those contracted in the course of work.

Communicate clearly and concisely, both orally and in writing.

Interpret and explain division policies and procedures.

Perform as project manager for special projects as assigned.

Experience and Training

Any combination of experience and training that would provide knowledge and abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Experience:

Seven years increasingly responsible experience in engineering or construction project management involving project estimating, scheduling and cost control activities, including one year of administrative experience.

Training:

Equivalent to a Bachelor’s degree from an accredited college or university with major course work in business or public administration, finance, engineering, construction management or related field. A Master’s degree in construction management, business or public administration or a related field is highly desirable.

License or Certificate:

Possession of, or ability to obtain, a valid California driver’s license.
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