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CAPITAL PROJECTS MANAGER
GENERAL DEFINITIONS AND CONDITIONS OF WORK

Performs professional work managing the programs of the Capital Projects Management Division of the Public Works Department; does related work as required.  Work is performed under general supervision.  Manages a program of activities that focus the City’s efforts on customer service and capital projects management.  Considerable independent judgment and initiative is required in performing assigned tasks thoroughly and without error.  Considerable tact and courtesy are required in frequent contact with applicants, developers, contractors, consultants, other department managers, the department director, division staff, other department staff, other City departments involved in the capital projects management process, city officials, other governmental agencies, and the public.  Supervision is exercised over all division personnel.  Reports to the Public Works Director.

SPECIFIC DUTIES AND RESPONSIBILITIES

· Manages the programs of the Capital Projects Management Division of the Public                  Works Department.
· Participates in selection, training and promotion of subordinate personnel.
· Provides direction to and supervision of Capital Projects Management Division employees.

· Evaluates performance of subordinate personnel.

· Shares knowledge with division staff to benefit City operations.

· Provides a work environment which encourages clear and open communications and customer service excellence.

· Prepares the Capital Projects Management Division budget and monitors expenditures.

· capital projects management activities.
· Develops or assists with the development of the City’s 5-Year Capital Improvement Program and Comprehensive Plan capital programs.

· Administers the Engineering Standards Manual, Comprehensive Plan, Land Development Code, Code of Ordinances, and other City ordinances and policies.

· Mediates and resolves disagreements regarding Engineering Standards Manual, Land Development Code, Code of Ordinances, and Comprehensive Plan interpretation.

· Coordinates capital projects management division programs with other internal department programs, including planning, development review, code enforcement, and building services.

· Coordinates with other departments and governmental agencies involved in the capital projects management process.
· Coordinates and directs capital projects management consultants.

· Attends and participates in Pre-construction, Development Review Committee, Land Planning Agency Board of Adjustment, Code Enforcement Board, and/or City Council meetings.

· Supervises the development of contract documents for capital construction projects.

· Supervises the bidding of capital construction projects including but not limited to attending pre-bid conferences and bid openings; reviewing and reviewing bids; checking bidders’ references, and preparing recommendations to award bid.

· Supervises, coordinates, designs, inspects, and monitors capital construction projects.
· Supervises and prepares permit requests for capital construction projects to send to appropriate authoritative agencies.

· Prepares engineering drawings.

· Supervises the selection of consultants and contractors for capital construction projects.

· Reviews and approves developer-driven capital projects to ensure good engineering design, practices and compliance with the Engineering Standards Manual, Comprehensive Plan, and Land Development Code.

· Meets with the project professional consultants, contractors, applicants, and property owners.

· Prepares staff reports and makes presentations to the Development Review Committee, Land Planning Agency, and/or City Council.
· Reviews and makes recommendations concerning approval of Department applications in compliance with the Engineering Standards Manual, Comprehensive Plan, Land Development Code, Code of Ordinances, and other applicable codes and statutes.

· Provides staff assistance to City committees and boards.

· Responds to inquiries for information regarding capital projects management matters and associated departmental and city policies, rules, regulations and procedures.

· Analyzes and summarizes existing and future conditions, derives conclusions, and makes recommendations.

· Conducts a variety of studies and research projects relating to capital projects management issues.

· Prepares reports and supporting graphic display materials descriptive of research and recommendations.
· Prepares and maintains various construction plans, as-built drawings, files, graphics, and records.

· Gathers, selects, compiles and analyzes data pertaining to characteristics of the community.

· Interprets Federal, state and/or local regulations and ordinances.

· Provides public information regarding capital projects, policies, regulations, and needs.

· Meets with homeowners’ groups and individual citizens to address capital projects management related concerns and determine the community’s future needs.

·   Performs related tasks as required.

.

MINIMUM QUALIFICATIONS
Graduation from an accredited four-year college or university with a bachelor’s degree with major course work in civil engineering or other related field. Possession of an appropriate driver’s license valid in the State of Florida.  Professional Engineer registration in the State of Florida required.

A minimum of 5 years of increasingly responsible experience in capital projects management; civil engineering; or any equivalent combination of training and experience which provides the required skills, knowledge and abilities.

KNOWLEDGE, ABILITIES AND SKILLS

Comprehensive knowledge of the modem principles and practices of civil engineering; comprehensive knowledge of design and construction of capital project; comprehensive knowledge of land and engineering survey systems, methods, and techniques; thorough knowledge of professional techniques related to the review of development and construction plans, construction, and capital project management; general knowledge of budgeting; ability to prepare technical reports pertaining to capital projects; ability to analyze and systematically compile technical statistical information, ability to prepare and present technical information clearly and in an interesting manner to lay groups and the public; ability to establish and maintain effective working relationships with associates, municipal officials, community groups and the general public; ability to manage projects and appropriate priorities; ability to effectively coordinate with other departments; ability to operate modern office equipment such as a personal computer, calculator, fax machine, copy machine and telephone; ability to supervise staff within the capital projects management division.

SPECIAL REQUIREMENTS
Subject to flexible work hours as needed, (hours other than 8:00 a.m. to 5:00 p.m., Monday through Friday), and 40 plus hour work week (including nights and weekends) as needed.  May be required to respond to emergency calls and serve on the City Emergency Management team.

PHYSICAL REQUIREMENTS

Physical Ability:

Must be able to sit for extended periods of time and enter data on a personal computer or terminal. Occasional bending, stooping, and lifting (up to 25 pounds) required to file and/or retrieve files for transporting material/equipment. This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force frequently or constantly to move objects; work requires reaching, standing, fingering, grasping, and repetitive motions.  Ability to climb ladder as needed for file retrieval/replacement -


Sensory Requirements:

Tasks require visual perception and discrimination. Visual acuity is required for preparing and analyzing written or computer data, operation of machines, determining the accuracy and thoroughness of work, and observing general surroundings and activities. Hearing is required to perceive information at normal spoken word levels.  Vocal communication is required for expressing or exchanging ideas and information with citizens and staff by means of the spoken word; ability to communicate verbally in person and on the telephone; hearing is required to perceive information at normal spoken word levels.


Environmental Factors

Worker is subject to inside and outside environmental conditions, noise, vibration, hazards and atmospheric conditions.

The City of Oviedo is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City of Oviedo 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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