
City of Springfield, Oregon:  Assistant Project Manager
	This is a class specification and not an individualized job description.  A class specification defines the general character and scope of responsibilities of all positions in a job classification, but it is not intended to describe and does not necessarily list every duty for a given position in a classification.


	Representation:  Not Represented
	FSLA:  Exempt

	Job Code:  189119
	Grade/Range:  36


	
Position Summary


This functional support position assists the City’s Project Manager in the management of all planning, design and construction activities required for the completion of the Justice Center Project and to assist in the coordination of all activities required for the completion of City tasks on the RiverBend project; works with in-house staff, consultants, outside agencies and citizen groups to monitor project progress and to coordinate communication; participates in project budget preparation and the development of project related correspondence and reports.
	
Distinguishing Characteristics


The principal function of an employee in this class is coordinating planning, design and construction activities for City projects.  The work is performed under the direction of the Project Manager, but leeway is granted for the exercise of independent judgment and initiative. The nature of the work performed requires that an employee in this class establish and maintain effective working relationships with a wide range of individuals including City staff, consultants, outside agencies and citizens. 
	Supervision Received and Exercised:  Receives supervision from the Project Manager.  As assigned may supervise support staff.


	
Essential Job Functions: Any one position may not include all of the duties listed nor do the listed examples include all tasks, which may be found in positions of this class.  


· Coordinates planning, design and construction activities for City projects; establishes schedules for consultant tasks consistent with City work plans; monitors consultant work; 
· Coordinates communication among consultants, outside agencies and City staff;
· Drafts, monitors and updates work plans to include all projects within the prescribed timeframes and funding parameters; coordinates with City staff to provide staffing resources for all tasks;
· Participates in the development and updates of project budgets and schedules; ensures that project budgets adhere to City budget requirements;
· Works with other public agencies to coordinate project activities;
· Develops and distributes project-related correspondence and project reports;
· Presents findings/reports in formal and informal meetings for affected departments, agencies, or members of the community;  
· Coordinates activities for the selection of consultants; develops professional service agreements; modifies agreements as required;
· Administers contracts; reviews invoices and payment requests and makes recommendations for payment;  

· Provides information and responds to questions or comments from citizens;
· May supervise one or more Department employees in the completion of program or project activities;

· Acts in Capacity of the Project Manager in his or her absence;
· Performs other related duties consistent with the role and function of the classification.

	
Qualifications


Knowledge of:
· Project management concepts, methods and techniques to include preparation of work plans, coordination of other staff and citizens, and presentations to appointed and elected officials ;
· Issues analysis techniques, methods and procedures;
· Oregon budget law as it relates to the unique factors of government accounting;
· Land use planning; thorough knowledge of Federal, State, and local regulations as they relate to land use plans, and planning and environmental processes;
· Public information methods and techniques as they relate to citizen involvement;
· Methods and techniques of community involvement, decision-making processes and group processes;

Ability to:
· Effectively utilize project management techniques, resources, and planning methods to achieve goals;

· Prepare, administer and monitor project budgets;

· Provide project leadership;

· Administer, prepare and monitor a project budget;

· Interpret, apply and communicate complex rules, regulations, laws and ordinances;

· Communicate effectively both orally and in writing by preparing accurate and detailed written material and presenting such material to audiences with varying familiarity with the subject matter;
· Establish and maintain effective work relationships with co-workers, contractors, vendors, other agencies and the public;
· Manage project workload and communication across division and/or department lines; 
· Establish priorities and coordinate multiple projects; 

· Create and manage citizen involvement plans;

· Exercise problem solving skills and sound judgment when problem solving with City departments, other public agencies, community groups, consultants and contractors;

· Utilize word processing, spreadsheet, database, and network operating systems sufficiently to perform the duties of the position;
	Experience and Training:  Any equivalent combination of education and experience which provides the knowledge, skills and abilities required to perform the job.  A typical way to obtain the knowledge, skills and abilities would be:


Experience:  Completion or equivalent of a job-related four year college degree program and
Training:  Related work experience typically three years of increasingly responsible experience in project management, coordination or administration preferably for the design and/or construction of a building or other facility.  A job-related Masters Degree may be substituted for one year of the experience.
	
Required Special Qualifications


None
	
Working Conditions


The principal duties of this class are performed in a general office environment, and regular attendance during City and Department business hours of operation is an essential function. The position may travel to and work at development sites. The incumbent must have the mobility and ability to perform job duties at various development sites on a regular basis.  This position is required to attend meetings; many of which take place during non-business hours.

Persons with disabilities may be able to perform the essential duties of this class with reasonable accommodation.  Reasonable accommodation will be evaluated on an individual basis and depends, in part, on the specific requirements for the job, the limitations related to the disability and the ability of the hiring department to accommodate the limitation.

Classification History:
3/05:  New Classification Adopted
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