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   Classification Description
CONTRACT COMPLIANCE OFFICER
Department:  Public Works and Utilities
Job Class:      215400                                                                                   
  
     FLSA: Non-exempt
Pay Range:    0K07                                                                                         
     Represented:  No




Classification descriptions are intended to present a descriptive list of duties performed by employees in this class.  Class Descriptions are not intended to reflect all duties performed within the job.
GENERAL FUNCTION:  This is professional and technical work in the field of contract compliance for the Department of Public Works and Utilities.  An employee in this classification is responsible for monitoring nondiscrimination policies and affirmative action programs for all contractors, subcontractors, vendors and suppliers who have construction contractual agreements with the County and monitoring state and federal fair labor standard requirements.  
ESSENTIAL FUNCTIONS:
· Work closely with the Purchasing Agent and maintain an up-to-date list of all contractors, subcontractors, vendors and suppliers who do business with the County.

· Serve as Title VI Coordinator for Pierce County. Implement and update Pierce County’s Title VI Plan. Work as liaison with Washington State Department of Transportation (WSDOT), Title VI Coordinator, and other local agency jurisdictions. 
· Develop and monitor implementation of the Department’s Historically Underutilized Business Plan.

· Develop and monitor implementation of the County’s Disadvantaged Business Enterprise Program. 

· Keep current on contract compliance and related regulations.

· Advise and counsel with contractors.

· Meet with community organizations and keep them apprised of the County's compliance program and efforts.

· Work closely with the other departments where federally assisted and local construction contracts are involved to review proposals, plans, bid specifications and documents for compliance with program and statutory/regulatory requirements.

· Ensure that all parties at pre-bid, pre-construction, and construction conferences are aware of contract compliance requirements.

· Conduct audits or on-site reviews and monitor the activities of contractors and subcontractors to ensure compliance with applicable laws and regulations. Serve as liaison between the County and other compliance agencies and construction associations.

· Prepare progress and program reports as required by local, state, or federal funding agencies.

· Monitor and evaluate projects for progress and make recommendations for necessary corrective action.

· Assist in the development of ordinances, policies and administrative procedures related to the implementation of a contract compliance program.

· May supervise lower classified employees, as required.

· Participate in the development of bid specifications in relation to contract compliance.

OTHER JOB FUNCTIONS
· Perform other related job functions as assigned.

SUPERVISION EXERCISED AND RECEIVED:  The Contract Compliance Officer provides direction, assistance, and monitors the work assignments of the Contract Compliance Field Monitor classification. Work is reviewed by an Engineering Manager for results attained. Assignments are received in general form and there is considerable latitude for independent judgment.  
WORKING ENVIRONMENT: The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions.
Work is performed in an office environment and out in the field at various construction sites or contractor or agency office.
PHYSICAL REQUIREMENTS: The physical demands described herein are representative of those that must be met by employee to successfully perform the essential functions of the position.
This job class is required finger dexterity use and operate a personal computer and related office equipment. The use of eye sight to read and interpret construction plans, contracts, and specifications. Drive to various construction sites or contractor offices or other county departments. The ability to inspect construction work in progress and review and analyze reports and related construction documents. Walk on uneven terrain and in all types of weather conditions. Use verbal and written communication skills in order to convey policies and procedures, contract requirements, and standard practices.  Lifting requirements are twenty pounds or less. 
KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of:

· The principles and practices of contract administration and the statutes and regulations pertaining to contract compliance requirements.

· Complaint investigation procedures.

· Conflict resolution procedures.

· Multicultural sensitivity issues and multicultural human relations.

· Effective supervisory practices.

Skill in:

· Public speaking and the art of persuasion.

· Use of personal computer, word process and spreadsheets programs.
Ability to:
· Read and interpret regulations and construction specifications.

· Communicate effectively, both orally and in writing.

· Maintain accurate and complete records on all activities pertaining to contract compliance.

· Establish and maintain harmonious working relations with co-workers, public and private officials and the general public.

· Effectively coordinate, perform, and complete multiple duties and assignments concurrently and in a timely manner.

· Physically perform the essential job functions.

· Meet the travel requirements of the position.

MINIMUM REQUIREMENTS TO APPLY:  Graduation from a four-year college or university with major course work in business administration, construction management, engineering, or related discipline and one or more years experience working in the area of contract compliance, affirmative action or closely related field.  Additional relevant experience may substitute equally for the position requirements.
SPECIAL REQUIREMENTS:   Must possess or be able to obtain a valid Washington State Driver's License within 30 days of employment.
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