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         Classification Description

SPECIAL ASSISTANT TO DIRECTOR PUBLIC WORKS AND UTILITIES
Department: Public Works and Utilities 
Job Class:  102900








FLSA:  Exempt
Pay Range: 0E06








Represented:  No
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in the class.  Classification descriptions are not intended to reflect all duties performed within the job.
GENERAL FUNCTION:  This is professional management work. The Special Assistant to the Director Public Works and Utilities is responsible for managing specific areas of strategic planning, communications and accountability, development and implementation of a performance measurement system, developing and managing the department standards for asset management, and monitoring and tracking the APWA accreditation standards.  This job class is part of the department management team and it has department wide responsibilities and authority.  An incumbent is expected to refer difficult matters to the department director and deputy director.
ESSENTIAL FUNCTIONS:
· Oversee, administer and provide leadership in the Communications and Accountability, Strategic Planning, asset management and performance measurement efforts for the department. 
· Supervise and coordinate activities of a designated unit.  Determine work procedures, prepare work schedules and determine methods for expediting workflow; assign, review and approve the work of subordinate staff.
· Oversee the development and implement standards and policies for the Department’s planning, communications, and public outreach activities. Monitor these activities to ensure department coordination, consistency, and strategic direction.
· Oversee the development and implement department programs, policies and standards in the areas of accountability and responsiveness to the public, performance achievement, conduct of performance evaluations, and establishment of performance measures. Monitor these activities to ensure department coordination, consistency, and strategic direction. 
· Ensure consistent interpretation of laws, rules, policies and procedures.

· Conduct performance evaluations and develops performance measures and standards.
· Ensure all departmental web materials and communication documentation adhere to policies and procedures and quality standards.
· Oversee and monitor the development and implementation of standards and policies for the Department’s web-based materials (intranet and internet), and communication documents (all media). 
· Represent the department and county at a wide variety of board meetings, committees, public hearings, and community meetings.
· Prepare and present oral and written reports, letters, analysis, and program recommendations.
· Act as an in-house consultant to departments, divisions, and clients as assigned.

· Investigate grievances involving subordinates and recommend resolution; recommend promotional and disciplinary actions; approve leave requests, overtime, and provide adequate coverage during staff absences.
· Provide project management leadership in the management, review and coordination of assigned inquiries for department services. Assure customer inquiries are addressed in an expedient manner.
· Serve as an advocate for the customers of the department and keep all shareholders informed as they move through the process.

· Prepare proposals, negotiate contracts, and administer related contracts in accordance with Pierce County policies and administrative guidelines. Ensure internal contractual compliance with the terms and conditions of related contracts.
· Provide leadership in the management, development and reporting of department activities through the department’s Budget Performance Measures (BPM), monthly or quarterly information reports, Annual Summary and other reporting for the Department Director, the Executive’s Chief of Staff, and the County Executive.

· Assist in the preparation of the annual department budget; prepare and justify that portion of the budget concerned with the area of responsibility.

· Manage the department’s public information interface with the Executive’s Office of Communication Services and represents the department on the Communications Roundtable. 

· Work closely with other divisions of the department and with closely associated outside agencies as assigned and required. 
· Maintain regular, predictable and punctual attendance during regularly scheduled work hours at assigned work site.
· Meet the travel requirements of the position.
· Perform the physical requirements of the position.
· Work a flexible schedule, which may include evening and weekends.
OTHER JOB FUNCTIONS:
· Perform other job functions as assigned.
SUPERVISION RECEIVED AND EXERCISED:  Work is performed under the direction of Director of Public Works and Utilities Department and the Deputy Director. This position provides supervision over assigned staff and on occasion to staff assigned to projects on a short-term or multi-year project.
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 primarily performed in an office environment on a daily basis.  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 overtime work outside of normal scheduled hours may be required.  Extended periods of concentration and sedentary work are 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.  Finger dexterity 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.  Ability to travel to attend meetings away from regular work site may be required. Public speaking and making oral presentations is required on a frequent basis. 
KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of:

· Current strategic planning, communications, and asset management trends and methods.
· Accountability methods and standards and performance measurement systems.
· Communication methods on the web.
· Current literature, development and trends in the field of public works and utilities including project management methodologies and practices.
· Group facilitation and strategic planning techniques.
· Practice, procedure, process of contract administration as well as interpretation of regulations, contract clauses, and contract negotiations. 
· Public information dissemination and internal and external communications techniques.
· Budget preparation, justification and monitoring.
· Products and services provided by the department.
Skill in:

· Use and operation of personal computer, word processing and related spreadsheet material.
Ability to:
· Develop, implement, and revise policies and procedures.
· Establish project management methodologies and practices.
· Plan, prepare, and monitor unit budget and authorize purchases and expenditures.
· Supervise, train, evaluate, and provide guidance to staff including disciplinary action.
· Communicate effectively with the public and technical and non-technical County management and staff.
· Work independently with minimal supervision.
· Interact smoothly and positively with managers and senior department personnel, especially during the stress of operational problem situations.
· Physically perform the essential job functions.
· Meet the travel requirements of the position. 
MINIMUM REQUIREMENTS TO APPLY:  Bachelor’s degree in public or business administration, environmental sciences, geography, planning, economic development, civil engineering, law or closely related field; and five or more years of administrative or project management experience. Or any combination of education and experience that demonstrates the knowledge, skills and abilities to perform the essential functions of the position. Master’s degree is preferred. Additional education or related experience may substitute for the recruiting requirements. 
SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS: Ability to successfully complete Pierce County background investigation.  A valid Washington State driver’s license is required within 30 days of employment. Satisfactory physical condition as evidenced by a County approved physical examination may be required prior to appointment to the position. Professional licensing or certification (e.g. Professional Engineer, American Institute of Professional Planners, etc) is highly desirable.
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