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This Class Specification is intended to present a descriptive list of the range of essential functions performed by an incumbent in this class, but is not 
intended to reflect all duties performed within the job. 
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DEFINITION: Under general administrative direction; independently performs a variety of advanced level 
duties and responsibilities in the administration of the District’s most complex District projects; and provides 
highly responsible and complex staff assistance.  Leads or participates in the negotiation, implementation, 
and administration of agreements that have a financial impact on the District, including professional services 
agreements. 
 
REPORTS TO: The Director of Capital Projects, or an assigned department Director.  
 
REPRESENTATIVE FUNCTIONS include, but are not limited to:  

 
• Evaluates and recommends professional consulting services for assigned projects; develops and 

disseminates Requests for Proposals and Request for Qualifications; assists in the negotiation,    
preparation and administration of professional services contracts; and recommends and prepares 
amendments to professional services contracts. 

 
• Exercises technical and functional supervision over professional, technical, and clerical staff, as well 

as outside consultants and contractors.  
 

• Supervises, and participates in the formation, planning, review, and management of assigned projects. 
Assigns, supervises, trains, and reviews the work of project management staff, contractors, and 
consultant.  

 
• Participates in the establishment and implementation of project goals and objectives, and establishes 

and maintains adherence to project administration techniques, policies and procedures.   
 

• Reviews and recommends the approval of project proposals; coordinates design and planning 
services for assigned projects; and reviews design concepts for compliance with development plans. 

 
• Monitors agreements and projects for compliance with rules and requirements. 

 
• Develops, prepares, and monitors project budgets, submits budget justifications, and monitors and 

controls expenditures. Prepares or oversees the preparation of program budget forms, reports, and 
work sheets.  

 
• Attends and participates in professional meetings with District management, as well as outside 

business, government, and professional organizations. Makes presentations, as required.  
 

• Performs related duties as required. 
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MINIMUM QUALIFICATIONS:  
 

Knowledge Of: The technical and/or professional field of study required by specific assigned projects; 
principles and practices of project management; principles of supervision, motivation, team building, 
training, and conflict resolution; English usage, spelling, grammar and punctuation; personal computers and 
commonly used software for spreadsheets, word processing, and presentation at the intermediate level of 
proficiency, as well as specific software required for assigned projects at the advanced level of proficiency.  
 
Ability To: Lead, organize, and review the work of internal and external professional personnel; develop, 
analyze, evaluate. and modify project management methodologies; interpret construction documents and 
site plans; prepare plans, specifications, and bid documents; develop, interpret,  explain, apply project 
policies and procedures, as well as applicable federal, state, and local laws, and regulations; properly 
interpret, ensure compliance with, and make recommendations in accordance with laws, regulations, and 
policies; analyze and interpret financial statements; work cooperatively with other departments, officials of 
local government jurisdictions, and other outside agencies and businesses; respond tactfully, clearly, 
concisely, and appropriately to inquiries from the public, and governmental agencies on issues in the area 
of responsibility; effectively organize and prioritize timelines and project schedules; manage consultant 
contracts; prepare and administer large project budgets and monitor expenditures; prepare clear and 
concise reports; stay abreast of new developments and trends in the assigned field, and recommend and 
incorporate changes as appropriate; communicate clearly and concisely in English, both orally and in 
writing; and establish and maintain effective working relationships with those contacted in the course of 
work using principles of excellent customer service. 
 
Education: Equivalent to a Bachelor’s degree in a field related to the professional field of the assigned 
special projects.  
 
Desired Education/Training: Additional education or training in project management, public administration, 
and/or organizational development. 
 
Experience: A minimum of eight (8) years of experience in the professional field required by the assigned 
special projects, at least five (5) years of which must have been in a supervisory or managerial capacity. 
Years of experience may be substituted for the educational requirement on a two for one basis (two years 
experience may be submitted for one year of education). 
 
License/Certification: Some positions in this classification may require the possession of, or ability to 
obtain, and maintain a valid Class C California Driver License; and must meet the District’s safe driving 
standards.   
 
Physical Requirements:  Must maintain the physical condition necessary to perform tasks in an office 
setting operating a computer, keyboard, and other peripheral equipment; safely drive a District automobile; 
and walk, stand, and climb short distances in construction settings in order to inspect the progress of 
assigned projects.   

 
 
 

S:\HR\Data 12-01-01\Class-Comp\Class Specs\SrProject Manager 3-11-CS.doc 


	Class Code
	Class Code

