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         Classification Description

Contract Compliance Specialist 
Department:
Multiple







FLSA: Non Exempt
Job Class #:  
349300







Represented: No
Pay Range:
0K05
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 and technical work in the area of contract compliance.  An employee in this classification is responsible for developing sub-grantee agreements, monitoring grant compliance, providing technical support and recommending corrective action. 

ESSENTIAL FUNCTIONS:
· Develop sub-grantee agreements according to approved project information, including recommendations from the Citizen Advisory Board.

· Provide technical assistance to contracted agencies in implementing assigned projects according to applicable federal, state, and local rules and regulations including outcome evaluation methods.

· Monitor and evaluate assigned activities for progress, outcomes, completion, fund expenditures, and compliance through on-site reviews, desk audits, inspections, and other appropriate means.  

· Monitor and ensure prevailing wages are being paid, and projects are in compliance with federal labor standards.
· Analyze environmental reviews for completeness.

· Develop and reviews all change order requests. 
· Recommend corrective action as necessary.

· Maintain contract files, records, data, and statistical information.

· Serve as a liaison between Pierce County and sub-grantees, technical consultants, regulatory agencies, contractors and other involved parties.

· Attend Citizen Advisory Board, agency board, and other federal or state agency meetings as appropriate.

· Prepare final close out reports on all contracted agencies. 
· Ensure scope of work and budgeted funds are within the contracted agreement.  

· Provide training and informational presentations to sub-grantees, agencies, contractors, citizens and others.
· Establish and maintain effective working relationships with County officials, employees 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:
· Perform other job functions as assigned.

SUPERVISION RECEIVED AND EXERCISED: Work is performed under general supervision, with the employee expected to plan and carry out work assignments independently after objectives, priorities and deadlines have been defined.  Work is reviewed by supervisory or management staff through products produced, reports, observation and results achieved.  This position is not required to supervise but may perform duties as a project or team lead.

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 may be required to work at a desk or other work station for prolonged periods; 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.  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 grants, contracts, and various rules and regulations. Drive to various sites or contractor offices or other county departments. The ability to review work in progress and analyze reports and related documents. Ability to move through various site locations during the inspection process. Use verbal and written communication skills in order to convey policies and procedures, contract requirements, and standard practices.  
KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of:
· Principles and practices of contract administration and the statutes and regulations pertaining to contract compliance.

· Complaint investigation and conflict resolution procedures.

· Human service activities, outcome based evaluations, and associated compliance monitoring.

· Multicultural sensitivity issues and multicultural human relations
Skill in: 

· Public speaking and the art of persuasion.

· Use of personal computer, word process and spreadsheets programs.

· Contract and grant writing

Ability to:
· Interpret and understand contract agreements.

· Provide technical assistance and guidance to sub-grantees.

· Monitor and evaluate assigned project activities to ensure compliance with contract, federal, and state funding requirements.

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

· Conduct site audits to ensure compliance with contract and funding requirements.
· 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.
KNOWLEDGE, SKILLS, AND ABILITIES:  (continued)
Ability to: (continued)

· 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:   
An Associates degree with major course work in public or business administration, social services, humanities, or related field and two or more years experience working in the area of contract compliance or closely related field. Additional education and/or experience demonstrating the ability to perform in this capacity may substitute equally for the position requirements.  
SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:     Possession of, or the ability to obtain a valid Washington State driver’s license.
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