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SPECIAL PROJECTS MANAGER

Unrepresented Employee – Exempt

POSITION CHARACTERISTICS

Plan, organize, direct and coordinate District Special Project(s) that require significant relationships with or funding by outside agencies or organizations, significant and continuous interaction with outside agencies and the general public, development of project environmental documentation, engineering project design, securing project permits, and project construction activities; to exercise full, functional management responsibility and oversight of the Special Project(s); and to provide highly complex staff assistance to the Special Assistant to the General Manager,  Assistant General Managers, and the General Manager.

The incumbent has full, functional management responsibility for Special Project(s) implementation, and provides highly complex staff assistance in the development of Project functions, funding, and policy.

Supervision Received And Exercised

Reports to and receives general direction from upper management staff.  

The Manager exercises direct supervision over assigned professional, supervisory and clerical personnel.

Examples of Duties - Duties may include, but are not limited to, the following:

Develop and implement Special Project goals, objectives, policies and procedures.

Manage, direct and organize Special Project activities that involve outside agencies including but not limited to securing and maintaining funding sufficient to implement the project.

Represent the District, as directed, in negotiations, permitting, regulatory proceedings dealing with Special Project issues; continually assess various proposals and policy/legislative trends affecting the Special Project; provide counsel to General Management regarding Special Project policy development and implementation relative to achieving the District's Mission.  

Manage and direct the implementation of Special Project(s), including development of grant funding or funding by outside agencies or organizations, negotiation and implementation of agreements and contracts involving outside agencies, development of project environmental documentation, engineering project design documents, securing project permits, and project construction activities.

Develop legislation and represent the District while working with legislative staff and others as appropriate to secure funding for the Special Project(s).

Represent the District, as directed, in negotiation of contracts with Federal, State and local agencies, and manage and direct administration of contracts and permits.

Manage and direct public outreach programs to ensure implementation of the Special Project(s).

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

Make formal and informal presentations to outside organizations, Board of Directors, General Management, and other bodies, on issues related to assigned functional areas.  

Develop the Special Project(s) work plan; assign work activities, projects and programs; monitor workflow; review and evaluate work products, methods and procedures.
Develop, implement and administer the budget for the Special Project(s), overseeing and directing forecasting of revenues and expenditures; staffing requirements, equipment, materials, supplies and resources needs to support the Special Project(s).

Oversee the appointments and selection of staff; train, supervise, and develop staff; work with employees to correct deficiencies; implement discipline procedures; recommend employee terminations; provide or coordinate staff training.

Oversee, manage and direct the work of outside contractors, observing all applicable District administrative policies and procedures; review and evaluate work products and/or services for compliance with District’s objectives, quality, and contract scope; approve payment of invoices for contractual work as appropriate.

Approve and/or accept technical reports, designs and the completion of projects.

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

Direct the activities of assigned staff with other departments and divisions, including planning, assigning, and evaluating work products, services, and programs; monitoring and reporting out on progress.  

Build and maintain positive working relationships with co-workers, other District employees, consultants, staff of other agencies and organizations and the public using principles of good customer service.

Act for the Special Assistant to the General Manager or Assistant General Manager as assigned.

Perform related duties as assigned.

Knowledge of:

Principles and practices of water project management, planning and implementation, including an understanding of technical issues and methods common to the field of water project planning and implementation.

Principles and practices of administration and project management of contracting procedures of the State and Federal governments.

Principles and practices of oral presentations and communications.

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 and administration of budgets.

Principles and practices of supervision, training and personnel management.

Principles and practices of engineering analysis for water related projects.

Principles and practices of environmental impact assessment and related regulatory processes.

Ability to:

Organize, direct and implement complex Special Projects including public outreach activities and interaction with outside agencies, and communicate complex technical and policy-oriented materials.

Prepare and administer a budget.  On a continuous basis, analyze budget and technical reports; interpret and evaluate staff reports; know laws, regulations and codes pertaining to the Special Projects; observe performance and evaluate staff; problem solve department related issues; implement personnel rules; and explain and interpret policy.

Supervise, train and evaluate personnel.

Interpret and explain District and division policies and procedures.

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

Communicate clearly and concisely, both orally and in writing.

Education and Experience: 

Any combination equivalent to experience and education that would likely provide the relevant knowledge and abilities would be qualifying.  Generally, this will require: 

Education:  Completion of a Bachelor's degree from an accredited college or university with major course work in civil engineering or a related field.  A Master's degree in a similar field is highly desirable.

Experience:  Seven years of increasingly responsible experience in engineering, planning or management, including one year of administrative responsibility.

Physical Demands:

Work is mainly performed in a normal office and meeting room environments.  On occasion, the position requires the ability to travel on District business and to visit and inspect District facilities and projects that require traversing uneven or difficult terrain, in all types of weather conditions.  The duties of the position require the ability to walk, observe, talk, listen, and operate a computer and telephone.  Occasionally, work requires lifting or moving up to 15 pounds.  Work hours are irregular and include evening meetings.

Other Requirements:

Possession of a Certificate of Registration as a Civil Engineer in the State of California.

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