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COMMUNITY DEVELOPMENT PROJECT SPECIALIST
	Department:  Community Connections
	FLSA:  Non Exempt

	Job Class #:  363900
	Represented:  No

	Pay Range:  0K08
	

	
	


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

GENERAL FUNCTION:  This is professional community development project work performed for the Community Connections Department. An employee in this classification will be responsible to develop, plan and oversee the construction of public facility projects including but not limited to low income housing, transitional housing and emergency shelters in Pierce County.
SERIES CONCEPT:  

The Community Development Project Specialist is the second level in the series. Work in this class is distinguished from the Community Development Project Specialist, Assistant level by performing assignments with greater use of independent judgment and decision-making responsibilities. 

ESSENTIAL FUNCTIONS:
· Conduct needs assessment and develop program plans. Facilitate planning committee meetings and public hearings/forums as appropriate.  
· Develop and update project plans for low income housing and public facility projects which include the projects’ scope, schedule and budget.

· Monitor and evaluate projects for progress, completion, fund expenditures, and compliance through on-site reviews, desk audits, inspection, and other appropriate means. 
· Interpret complex or detailed Federal, State and Local regulations to ensure program compliance

· Update project plans.

· Provide technical assistance to project managers, contractors and agencies.

· Recommend corrective action.
· Collaborate, coordinate and work with cities, towns, County departments, health officials, regulatory agencies, architects, engineers, contractors and other public and private agencies interested in providing or involved with publically funded construction projects.

· Assist in the preparation and monitoring of the annual budget as it relates to low income housing and public facility projects.

· Prepare reports and maintain contract files, records, data and statistical information.

· Ensure consistent interpretation of laws, rules, policies and procedures.
· Prepare sub-grantee agreements and assist with Request for Information (RFI), Request for Proposals (RFP), Request for Qualifications (RFQ) and Notice of Funds Available (NOFA).
· Establish and maintain effective working relationships with County officials, employees, non-profit agencies, developers, and the general public.

· Maintain regular, predictable and punctual attendance during regularly scheduled work hours at assigned worksite.

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

· Work a flexible schedule, which may include evenings, weekends, holidays and overtime. 
OTHER JOB FUNCTIONS:
· May perform lead and/or supervisory functions.
· Assign work to a specific work unit and ensure tasks are completed correctly and timely.
· May approve leave requests and work schedules.
· Provide input on performance evaluations.
· Perform other job functions as assigned. 
SUPERVISION RECEIVED AND EXERCISED:  Work is performed under general supervision with the employee expected to plan and complete work independently after objectives, priorities and deadlines have been defined.  Work is reviewed by the supervisor for thoroughness, timeliness and compliance with regulations, policies and procedures.  The position provides guidance to contractors and may lead and/or supervise subordinates.
WORK 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 and out in the field at various construction sites or contractor or agency offices. Incumbents are required to work at a desk or other work station for prolonged periods. Working in inclement weather is required occasionally; and constant attention to detail is required.  

PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions.  Finger dexterity to operate equipment used in the position, walking, talking, seeing, and hearing.  While evaluating construction sites, the position will be in a “hard hat” environment which may require walking on uneven/unpaved ground walking on roofs; climbing ladders; bending/stooping; pushing/pulling; and minimal lifting. Ability to travel to attend meetings away from regular work site may be required.  
KNOWLEDGE, SKILLS, AND ABILITIES
Knowledge of:

· Construction management processes and procedures.

· Contract administration and the statutes and regulations pertaining to contract compliance.

· Low income housing services available in the community

· Applicable federal, state and local laws, rules, policies and procedures.
· Complaint investigation and conflict resolution procedures.
· Budget development.

· Personnel management and supervisory techniques.

Skill in: 

· Use of independent judgment and effective decision-making in the application of a wide variety of laws, policies and procedures and in effective problem-solving.

· Providing consultation and monitoring of a variety people and agencies.

Ability to:  
· Conduct needs assessments and prepare project plans.
· Analyze large complex and detailed construction drawings and interpret construction schedules, bids and supporting financial data.

· Develop project and contract budgets.
· Analyze situations quickly and objectively and recommend corrective action when necessary.
· Monitor and provide direction to a variety of people and agencies.
· 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.
· Effectively coordinate, perform and complete multiple duties and assignments concurrently and in a timely manner.
· Meet the travel requirements of the position, if any.
· Physically perform the essential job functions of the classification.
MINIMUM REQUIREMENTS TO APPLY:   Graduation from a four year college or university with major course work in construction management, engineering, or related field and three or more years experience working in the area of construction management, contract compliance, or closely related field. Experience with HUD funded projects preferred. Additional education and/or experience may substitute for the position requirements. 
SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:    Successful completion of a Pierce County background investigation is required prior to employment. A valid Washington State driver’s license may be required when travel is required of the position. 
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