CITY OF WILMINGTON, NC

CLASS SPECIFICATION

JOB DESCRIPTION TITLE:  Project Manager (7610)


	DEPARTMENT:

Varies


	ACCOUNTABLE TO:

Varies


	FLSA STATUS:

Exempt



	CLASS SUMMARY: 
Incumbent is responsible for managing the design and construction of major capital city projects.



	DISTINGUISHING CHARACTERISTICS: 
The Project Manager is a stand alone classification that is distinguished from other classes by its responsibility for performing project management of large construction projects.



	TYPICAL CLASS ESSENTIAL DUTIES: (These duties are a representative sample; position assignments may vary.)


	FRE-QUENCY


	1.
	Provides direction to consulting engineers, subconsultants, prime contractors, and subcontractors during the construction of projects to troubleshoot problems related to work schedules, change orders, scheduling, and work delays.
	Daily

30%

	
	
	

	2.
	Provides engineering technical support to project consultants regarding project design, scheduling, construction methods, and information related to facility and equipment needs.
	Daily

15%

	
	
	

	3.
	Administers the engineering consultant contracts to include reviewing and issuing correspondence, transmittals, and contract payments and amendments.
	Daily

5%

	
	
	

	4.
	Negotiates with consultants and contractors regarding problems that occur during the completion of capital construction projects to include addressing consultant fees and implementing litigation for extra work and time delay claims.
	Daily

5%

	5.
	Serves as a representative of the City for communication and public relations activities related to the groundbreaking, construction, and dedication of City capital projects.
	Daily

5%

	
	
	

	 6.
	Prepares and oversees requests for proposals to consulting engineers and architects for services related to the design and construction of capital projects.
	Weekly

5%

	
	
	

	7.
	Monitors and modifies, when necessary, the budgets of capital construction projects.
	Weekly

5%

	
	
	

	8.
	Prepare contract documents including drawings and specifications.
	Weekly

5%


	TYPICAL CLASS ESSENTIAL DUTIES: (These duties are a representative sample; position assignments may vary.)


	FRE-QUENCY


	9.
	Coordinates and leads the consultant selection process to include scheduling and assisting with selection and testing activities.
	Weekly

5%

	
	
	

	10.
	Reviews and makes recommendations for the designs issued by consultants to ensure compliance with project specifications, intent, and safety regulations.
	Weekly

5%

	
	
	

	11.
	Oversees non-capital projects as assigned by department director to include chairing committees, participating on review groups, and issuing recommendations regarding project design and construction.
	Weekly

5%

	
	
	

	12.
	Performs other duties of a similar nature or level.
	As Required

	POSITION SPECIFIC RESPONSIBILITIES MIGHT INCLUDE:

	· Not applicable.



	Training and Experience (positions in this class typically require):

Bachelor’s Degree in Civil or Environmental Engineering or related field and four years engineering experience; specific departments defined and posted combination of education and experience sufficient to successfully perform the essential duties of the job such as those listed above.



	Licensing/Certification Requirements (positions in this class typically require):

· Valid North Carolina Driver’s License;

· NC Professional Engineering license preferred.



	Knowledge (position requirements at entry):

Knowledge of:

· Applicable local, state, and federal laws and regulations;

· Municipality procurement practices;

· Urban infrastructure systems;

· City codes and ordinances;

· Safety regulations;

· Civil engineering principles;

· Statistical analysis techniques;

· Budget principles;

· Basic accounting principles;

· Project and construction management principles and practices.



	Skills (position requirements at entry):
Skill in:

· Interpreting ordinances and regulations;

· Operating computers and software applications;

· Preparing reports and contract documents;

· Reviewing and interpreting construction plans and specifications;

· Developing and administering budgets;

· Scheduling and administering multiple projects;

· Negotiating contracts;
· Communication, 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 Requirements:  

Positions in this class typically require: fingering, talking, hearing, seeing, and repetitive motions.

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.



	NOTE:  

The above job description is intended to represent only the key areas of responsibilities; specific position assignments will vary depending on the business needs of the department.



	Classification History: 
Prepared by City of Wilmington Human Resources

Date:  12/04
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