City & Borough of Wrangell



     Position Description

	Position:   Projects Manager
	Position Number:  

	Department/Site:  Public Works
	FLSA:  Non-exempt

	Evaluated by:  Public Works Director
	Salary Grade:  23


Summary

	Primarily responsible for assisting the Director of Public Works & Capital Projects with management of capital projects. Works closely with the Borough Manager & Director of Public Works but will often work with other Borough department heads as well as architects, engineers, and contractors on various project related tasks. 


Distinguishing Career Features

	The Projects Manager is the link between Public Works and Administration in Wrangell.  The Projects Manager is responsible for coordinating various contractors on projects, and making sure they meet the Borough’s requirements and expectations.


Essential Duties and Responsibilities

	· Assists in the development of requests for proposals (RFPs) for engineering services and in the development of construction bid documents. 

· Reviews plan and specifications for errors and omissions and for consistency with the Boroughs’ project goals. 

· Reviews contractor submittals for consistency with project specifications. 

· Provides observation, inspection, and some materials testing during construction.

· Ensures that as-built information is being documented and provided to the architects/engineers and to the City.

· Maintains project records and ensures that required data is forwarded to the Borough Clerk, Finance Director, granting agencies, contractors, architects/engineers and others as required. 

· Ensures that the requirements of various funding agencies are being followed.

· Reviews pay requests from architects/engineers and contractors for accuracy and conformance with contracts, and verifies that wage and hour laws are being followed.

· Responsible for the proper and safe use and maintenance of all assigned City equipment.

· May perform material testing including concrete slump and air-entrainment. Collects concrete cylinders for later strength testing. Performs water system sterilization and testing and/or verifies that these tests are performed properly by others.

· Maintains logs, reports, records of correspondence, testing, and construction observation/inspections. 

· Maintains all project records in a manner that allows rapid access to any pertinent data that may be required during the project or after its completion.

· May perform basic survey work to provide as-built data to architects/engineers during design phase and during construction to verify construction according to plans/specs.


Qualifications

· Knowledge and Skills

	Familiarity with AutoCAD, ArcGIS, Microsoft Word, Excel, Access, and Outlook


· Abilities

	· Must be organized and prepared to multitask

· Must be have strong communicative skills to work with various contractors, professionals, and agencies


· Physical Abilities

	· Requires sufficient ambulatory ability to inspect premises, including some ability to bend, stoop, and walk in confined areas. 
· Sufficient visual acuity to read detailed drawings, recognizing words and numbers. 
· Sufficient auditory ability to carry on conversations in person and over the phone.


· Education and Experience

	Must have a bachelor’s degree in project management or a construction related engineering degree or four (4) years of related experience in construction or project management, contract administration, or other related field. 


· Licenses and Certificates

	Requires a valid driver’s license.


· Working Conditions

	Work is performed indoors and outdoors where some safety considerations exist from observing physical labor and equipment operation.


This job/class description, describes the general nature of the work performed, representative duties as well as the typical qualifications needed for acceptable performance.   It is not intended to be a complete list of all responsibilities, duties, work steps, and skills required of the job.
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