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        Classification Description

PUBLIC WORKS AND UTILITIES PROJECT COORDINATOR
Department:
Public Works and Utilities




FLSA: Non-Exempt
Job Class #:  
921000






Represented: Yes
Pay Range:
1T09

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 advanced professional work in the field of land acquisition, property management, and complex negotiations as related to the needs of Pierce County.  An employee in this class is responsible for directing and coordinating special activities associated with claims, settlements, property management, related records maintenance, and the conduct and review of appraisals in conjunction with complex land acquisition.  
ESSENTIAL FUNCTIONS:
· Develop, monitor and control a special project budget and establish financial management policies and procedures.

· May schedule and assign employees, approve or deny use of sick leave, vacation leave, and overtime.

· Oversee construction projects relating to airport and ferry properties.
· Assist and provide right of way information to other sections and departments. 

· Establish special project goals and objectives; participate in the development of departmental goals; schedule work and resources so as to most effectively meet goals and objectives.

· Prepare special and periodic reports, conduct special meetings, and is section representative at department staff meetings.

· May assist in developing recruitment and selection processes; conduct final interviews; make recommendation to hire.

· May complete reviews and evaluations of subordinate employee job performance; initiate disciplinary action when necessary; respond to grievances at the first level.

· Supervise and monitor the preparation of documents and correspondence related to negotiations and appraisals.
· Establish and maintain effective relationships with other County departments and elected officials, state agencies; coordinate operations with other County departments and programs, outside agencies, citizen groups and the general public.   

· Serve as court witness as needed.

· 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 related duties as assigned.

SUPERVISION RECEIVED AND EXERCISED:  This position reports to an administrative superior working under general supervision and instruction. Assignments are received in broad outline and work is reviewed for the success of the overall project and results obtained.  The Public Works and Utilities Project Coordinator may supervise other employees, including assignment, evaluation and direction of the work of subordinates, approving leave, and handling first level disciplinary actions.
WORK ENVIRONMENT:  The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position.  The Program Coordinator works in an office environment on a daily basis.  Travel to various work sites and/or meeting locations with exposure to all types of weather and terrain is 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.  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 associated with the classification as it is currently performed.  Ability to travel to attend meetings away from the regular work site is required, including the .ability to traverse uneven terrain and perform work in all types of weather.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of:

· Principles of effective supervision.

· Federal and state laws and regulations pertaining to real estate acquisition and appraisal including eminent domain.

· Fiscal control and resource management. 

· Real estate title and valuation work and practices used in real property transactions.

· Methods and techniques used in property appraising, acquisition and management.

· Legal instruments affecting the transfer, sale and lease of real property.

Ability to:

· Plan, organize, coordinate and direct a staff of technical and clerical employees.

· Administer effective disciplinary action.

· Negotiate successfully and effect final settlement of property damage claims or title transfers.

· Read and interpret routine maps, condemnation plans and property descriptions.

· Establish and maintain effective relationships with other departments and agencies, associates, property owners and the public.

· Keep accurate records and to prepare reports on activities. 

· 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.
KNOWLEDGE, SKILLS AND ABILITIES: (continued)

Ability to: (continued)
· 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 Public Administration  or related discipline.  Four or more years of progressively responsible work in the right of way field with at least one year of experience as a senior level person or supervisor.  Additional experience or education may substitute equally for the recruiting requirement. Satisfactory physical condition, as evidenced by a County-approved physical examination, may be required prior to appointment to the position. Possession of, or ability to obtain, a valid Washington State Driver's License within thirty days of employment.  A Washington State Real Estate Salesperson or Brokers License is desirable.

SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:  Union membership is required within 30 days of employment.  A valid Washington State driver’s license may be required when travel is required of the position.
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