CITY OF STILLWATER


JOB DESCRIPTION





TITLE: Capital Improvement Program Manager�
DEPARTMENT:  Development Services�
�
RANGE:  55                              �
DIVISION:  Public Works�
�
EFFECTIVE DATE: 3/2005�
REVISION DATE: �
�
EXEMPT �
�
�
APPROVALS


�
�
�
�
Department Head�
Human Resources Director �
City Manager�
�






PURPOSE OF POSITION:


To administer, manage and oversee the Development Services Department’s capital improvement program, including general fund and special revenue capital improvement projects.  The Capital Improvement Program Manager is directly responsible for the Development Services capital improvement program which includes providing program and project management and contract administration in conjunction with the planning, design and construction of a variety of capital improvement projects, insuring that all projects are completed in strict accordance with applicable laws, codes, standards and contract documents and providing technical assistance to others within the organization as directed.  This position reports directly to the Public Works Director. 





ESSENTIAL JOB FUNCTIONS:


Responsible for development of scope of work, budget level cost estimates and schedules for individual capital improvement and infrastructure projects.


Responsible for the preparation of short and long term capital budgets for the capital improvement program.


Responsible for the development and updating of engineering design criteria, construction standards and standard specifications and contract documents for construction of infrastructure improvements. 


Provides contract administration technical assistance to other departments within the City and other divisions within the Development Services Department.


Prepares requests for proposals for consulting engineering services, reviews proposals, makes recommendations for selection of consultants, negotiates professional services contracts, prepares reports to the City Commission to award professional services contracts and follows through with the execution of the contract documents for engineering design, construction management and inspection services.


Performs contract administration and oversight on a variety of consultant contracts for engineering design, construction management and inspection services, which includes but is not limited to issuing notices to proceed, reviewing and recommending approval/acceptance of products provided by the consultant, reviewing and approving payment requests, reviewing and recommending contract amendments when necessary and insuring compliance with the contract documents.  


Reviews and approves plans, specifications, bidding and contract documents and construction cost estimates prepared by professional engineering consultants for a variety of capital improvement and infrastructure projects.


Solicits and reviews bids for the construction of capital improvement and infrastructure projects, makes recommendations for award of bids, including preparation of reports to the City Commission and follows through with the execution of the contract documents.


Performs construction contract administration for a variety of capital improvement and infrastructure projects, which includes but is not limited to issuing notices to proceed, approving submittals from contractors, approving payment requests and recommending approval of change orders that have been reviewed by the construction manager and overall responsibility for insuring compliance with the contract documents.


Monitors budgets and schedules to insure that individual projects are completed on time and within budget.


Maintains project files for all capital improvement and infrastructure projects. 


Communicates with the public, both in person and through the media concerning matters associated with capital improvement projects in order to clarify, mitigate or resolve citizen’s questions and concerns.


Responsible for the preparation of feasibility studies, including cost projections and related technical reports concerning the cost effectiveness and necessity for capital improvement and infrastructure projects.


Responsible for solving complex engineering problems.


Perform other engineering related duties as assigned.





EDUCATION, TRAINING & EXPERIENCE REQUIRED:


Graduation from an accredited college or university with major coursework in civil engineering.  A Bachelor of Science degree in Civil Engineering is preferred.


A minimum of four (4) years of increasingly responsible experience in the field of Civil Engineering.  Four (4) years of experience as a capital improvements/infrastructure project manager is strongly preferred.


Training and experience with computers necessary to evaluate and solve engineering problems, perform engineering design and produce drawings for the construction of capital improvement projects is preferred.





SPECIAL CERTIFICATES, REGISTRATIONS, LICENCES REQUIRED:


Possession or ability to obtain registration as a Professional Engineer in the State of Oklahoma is required.


Possession or ability to obtain an Oklahoma Drivers license.





SKILLS, KNOWLEDGE & ABILITIES REQUIRED:


Knowledge of investigation, design, construction, and inspection of public infrastructure projects.


Knowledge of construction and maintenance methods, materials, and equipment.


Knowledge of recent developments, current literature, and sources of information in municipal public works engineering.


Ability to check complex engineering computations in the review of engineering plans and specifications for infrastructure projects.


Ability to establish and maintain effective working relationships with others.


Ability to enforce and interpret City Codes, Ordinances and contracts fairly, with firmness, tact and impartiality.


Knowledge of principals and practices of civil engineering.


Knowledge of planning, design and construction of infrastructure.


Knowledge of the latest trends in infrastructure design and construction.


Ability to interpret and apply federal, state and local laws, regulations, policies and procedures.


Ability to communicate clearly and concisely, both orally and in writing.


Ability to analyze problems, identify alternative solutions, predict consequences of proposed actions and implement recommendations in support of organizational goals.


Ability to use geographical information systems.





PHYSICAL/MENTAL REQUIREMENTS:


Physical:


Must have adequate hearing and able to speak clearly to assist the general public, land owners, consultants and contractors.


Must have adequate eyesight to read reports, improvement plans and computer monitors.


Must be able to handle difficult situations that may involve citizens, land owners, consultants and contractors.


Must have the ability to understand advance technical theory and practice.


Must be able to occasionally work long hours in order to meet required review times and attend meetings.


Must be able to work with minimal supervision.


Must be able to work efficiently under stressful conditions.





ENVIRONMETAL & SAFETY CONCERNS:


Work is performed both indoors and outdoors in inclement weather and during all seasons.


Exposure to loud noises, traffic, moving equipment, dust dirt, water, slippery and uneven surfaces.


Requires continuous attention to safe work practices and procedures, ensuring that all established safety standards are observed while working.


General office safety precautions are to be followed at all times.





JOB LOCATION:


In and around the City of Stillwater usually within the City limits.


Work is primarily performed in City Hall office but also requires regular site investigations during the planning, design construction phases of capital improvement projects.


Some travel required to attend meetings, training courses, seminars and conferences is required.  





