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PIERCE COUNTY                                                                 CLASS DESCRIPTION   
CONTRACT COMPLIANCE FIELD MONITOR
Department: Public Works and Utilities 



Job Class: 918500                                                                                        
FLSA: Non-exempt
Pay Range: 0G10                                                                                         

Represented:  No
Classification descriptions are intended to present a descriptive list of duties performed by employees in this class. Classification descriptions are not intended to reflect all duties performed within the job.
GENERAL FUNCTION: This is responsible field and office work in the area of contract compliance.  An employee in this classification will monitor contractors adherence to the provisions of ordinances and accompanying regulations concerning Minority and Women’s Business Enterprise participation, equal employment opportunity and affirmative action.   
ESSENTIAL FUNCTIONS:
· Monitor contractors in accordance with contract compliance ordinances and regulations; review contract compliance bid documents to determine compliance status; review regular reports of contracting activity to solicit additional information as appropriate; evaluate compliance with state and federal regulations as funding dictates.

· Conduct site visits and inspections on county construction projects and in the workplaces of county-purchased goods and services contractors to verify compliance with ordinances; coordinate site visits with other County personnel as appropriate.

· Advise contractors of instances of noncompliance; determine reasons for noncompliance and provide information concerning Affirmative Action and Minority and Women’s Business Enterprise subcontracting policies and practices.

· Monitor county-wide open purchase orders through quarterly reporting system for compliance with county policy concerning purchases for Minority and Women’s Business Enterprises; coordinate with departments regarding proper compilation of contract compliance bid specifications.

· Arrange conferences as required by ordinances to advise bidders of correct contract compliance bidding procedures; attend meetings to remain abreast of individual contract development and current statutes and proposed legislation.

· Prepare detailed reports of all activity; compose correspondence to contractors regarding reporting discrepancies, violations of contract provisions and potential penalty action.
· Gather data regarding employment patterns, policies, practices, and affirmative action plans; and collect information on subcontract and supply opportunities of contractors.
· 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:
· Perform related duties as assigned.

SUPERVISION EXERCISED AND RECEIVED: The Contract Compliance Field Monitor does not supervise other employees. Work is performed under direction of the Contract Compliance Officer and is reviewed for thoroughness, accuracy, timeliness, and compliance with regulations, policies, and procedures.

WORK ENVIRONMENT: The work environment characteristics described herein are representative of those an employee encounter while performing the essential functions. Contract Compliance Field Monitor works in an in an office environment and out in the field.  Travel to various work sites and/or meeting locations may be required.  Work is generally completed on a regularly scheduled basis, however, attendance at meetings or completion of work outside of normal scheduled hours may be required.  Extended periods of concentration and sedentary work at a work station is required.  Work is subject to frequent interruptions and normal office noise.  

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.  Physical activities required are finger dexterity necessary to operate equipment used in the position, talking, seeing, and hearing.  There is some walking, sitting, bending/stooping, pushing/pulling and minimal lifting of 20 lbs. or less associated with the classification as it is currently performed.  Ability to travel to attend meetings away from the regular work site is required.  Work in all types of weather conditions; walk uneven terrain and hazardous work sites; and drive to various construction sites is required.
KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of:
· Federal, state, and county contract compliance regulations.

· Affirmative action and equal employment opportunity laws and their impact on contract compliance monitoring.

· County organization, operations, policies, and objectives.

· Report writing techniques.

Skill in:

· Use and operation of a personal computer and related software programs.

Ability to:
· Conduct site surveillance and inspections on County projects to ensure compliance with

county ordinances.
· Gather and monitor data regarding employment patterns, policies, practices, and implementation of affirmative action plans.

· Learn and remain current concerning specific requirements of the County’s contract compliance ordinance.

· Maintain clear, concise, and complete records pertaining to contract compliance activity.

· Write concise, detailed reports and recommendations on assigned program responsibility.

KNOWLEDGE, SKILLS AND ABILITIES: (continued)

Ability to: (continued)

· Conduct effective oral presentations.

· Read, interpret, apply and explain codes, rules, regulations, policies and procedures.

· Establish and maintain cooperative and effective working relationships with others including co-workers, vendors, contractors, governmental officials, and the public.

· Meet schedules and time lines.

· Plan and organize work.

· 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:  High school diploma or GED and one year of experience in contract compliance, purchasing, construction, or related field. Vocational school or college-level coursework in business administration, social science, or a related field is desirable.  

SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:  A valid Washington State driver’s license may be required when travel is required of the position.  Satisfactory physical condition, as evidenced by a County-approved physical examination, may be required prior to appointment to the position.
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