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         Classification Description

COMMUNICATIONS SYSTEMS PROJECT COORDINATOR
Department:  Emergency Management

Job Class:       441400 






FLSA Status:  Non-exempt 
Pay Range:  
CC19

  





Represented:  Yes
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in the class.  Classification descriptions are not intended to reflect all duties performed within the job.

GENERAL FUNCTION:  This is responsible construction project coordination work for Pierce County radio communication system projects, including  project planning, diagramming, scheduling, on-site inspection, and facilitation and coordination of project participants and project construction.  Incumbents are responsible for documentation of communication systems, projects and will assist with installation and maintenance of radio communications systems as required.  This position reports to the Communications Systems Manager or designee.
ESSENTIAL FUNCTIONS:
· Coordinate and facilitate the activities of multiple communications systems project owners, utilities, contractors, permit and regulatory agencies during project construction.

· Monitor contractor’s progress and prepare records and reports to document and track project cost, schedules, quality assurance tests and materials approvals; prepare documentation and make recommendations for change orders and stop work orders.
· Identify construction problems through on-site inspection and report discrepancies to supervisor; may determine alternatives for corrective action and present recommendations to supervisor for resolution.

· Participate as a member of a project planning and design team; utilize independent judgment and input from team members to develop construction plans and resources.
· Develop project options and make recommendations; prepare analysis and proposals; solicit input from County staff and other agencies involved in projects.
· Organize, prepare and monitor project schedules; coordinate project implementation with multiple parties.

· Conduct research and evaluate materials, parts and required equipment; prepare estimates and make recommendations for project costs.
· Produce Pierce County radio communication systems documentation and infrastructure diagrams; develop, update and maintain paper and computerized files, records and databases for radio communications systems.

· Assist in the installation of radio infrastructure equipment.
· Assist in the deployment and operation of the Regional Mobile Operations Command Center (MOCC) and Tactical Area Communications (TAC); maintain federal and state emergency responder certifications as required.

· Assist in the deployment of the Regional Video Downlink System (FLIR-Forward Looking Infra-Red).
· Establish and maintain effective working relationships with representatives of contractors, public agencies, vendors, the general public and other employees.

· Travel to work sites around the Pierce County region including remote work locations; operate a variety of motorized equipment and vehicles, including off-road and snow vehicles.
· Maintain regular, predictable and punctual attendance during regularly scheduled work hours at assigned worksite.
ESSENTIAL FUNCTIONS: (continued)
· Work a flexible schedule, which may include evenings, weekends, holidays and overtime.

· Perform the physical requirements of the position; work within the established working conditions of the position.

OTHER  JOB FUNCTIONS:
· May act as a lead; provide direction, assistance, guidance and training; and ensure tasks are completed correctly and timely.

· Perform other job functions as required.

SUPERVISION EXERCISED AND RECEIVED:  This position reports to an administrative superior.  The Communications Systems Project Coordinator works under general supervision and instructions, receiving assistance when difficult or unusual problems are encountered.  Work is reviewed for technical adequacy and results obtained.  The Communications Systems Project Coordinator may provide work instruction and guidance to other employees.

WORKING ENVIRONMENT:  The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position.  Work is performed in an office environment, in outside facilities and outdoors and in various environmental and physical conditions; work in inclement weather including snow and ice conditions, mountainous and remote work sites, is required.  Travel by vehicle or on-foot is required over all types of terrain, including that which is uneven, steep, slippery, wet, snowy, icy, muddy, forested and underbrush.  Incumbents are exposed to dangerous situations, hazardous materials and chemicals, high voltage equipment, power tools and equipment, loud noises, and operating equipment in adverse weather conditions.

PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions of the position.  Required physical activities are twisting, balancing, climbing, crawling, kneeling, bending, stooping, crouching, reaching, lifting, carrying, dragging, throwing, pushing/pulling both objects and people, and adequate vision and manual dexterity are required to operate computers, tools and install and/or repair electronic equipment.  Incumbents are required to work within confined spaces and at heights.  Driving of vehicles and operating a variety of large equipment, at times in dangerous weather and terrain conditions, is required.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of:

· Modern principles, practices, current trends and regulations of design and construction of radio communication systems.
· Federal Communications Commission requirements for land mobile radio and microwave systems.

· Installation, operation, maintenance and repair of all types of communications and electronic equipment, including two-way radio communications and related electronic equipment.

· Mobile, portable and base station radios, microwave and multiplex terminals and emergency power systems.

· Research and data collection techniques.

· Industrial safety  laws, procedures and practices.

· Computer software programs necessary for completion of the job duties, including  Visio, Microsoft Projects, Terrain Navigator Pro, Topo USA, Path Loss and Hyper Terminal.

KNOWLEDGE, SKILLS AND ABILITIES: (continued)
Skill in:

· Using various computer software, including word processing, spreadsheets, charts, graphs, inventory tracking and project scheduling.
· Ability to:

· Work independently and make independent judgments regarding work organization and task completion.

· Effectively use independent knowledge and judgment to make decisions and recommendations regarding construction project planning and completion.
· Establish and maintain systems documentation, data collection and presentation.

· Maintain accurate and complete paper and computer files and records.
· Establish and maintain effective working relationships with audiences of varying technical ability, including representatives from public and private agencies, contractors, vendors, engineers, co-workers and the general public.
· Work effectively as a member of a project team.

· Effectively communicate verbally and in writing; prepare and present a variety of documents and reports.

· Utilize interpersonal and communication skills to effectively facilitate and coordinate multiple projects and functions.

· Accurately read, interpret and apply complex plans, specifications, blue prints, manuals and other technically-related materials regarding the construction, installation, maintenance and repair of communications equipment and systems.

· Bend, stoop, climb, crawl, and walk over uneven terrain; work at heights and in tight spaces; lift or carry between 30-50 lbs.

· Understand and follow written and verbal instructions.
· Work effectively and productively with others.
· Communicate effectively verbally and in writing to audiences of various social, cultural, ethnic, educational and economic backgrounds.
· Meet the travel requirements of the position, if any.
· Physically perform the essential job functions of the classification.
· Effectively coordinate, perform, and complete multiple duties and assignments concurrently and in a timely manner, and complete duties during adverse and/or emergency situations.

· Obtain and maintain certifications and licenses to perform the duties of the job.

MINIMUM REQUIREMENTS TO APPLY: Two years of experience in project coordination related to communication infrastructures with public safety and/or regional communication agencies.  Experience using job-related computer software is required.  Possession of, or ability to obtain, a valid Washington State driver's license is required. Additional education and experience may substitute for the experience requirements.
SPECIAL REQUIREMENTS: Ability to successfully complete Pierce County background investigation.

Union membership is required within 30 days of employment.
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