PROJECT MANAGEMENT SPECIALIST 1

Job Code Pay Grade
13026 CL17

Nature of Work

This is professional project management work coordinating and participating in the planning, design, and
implementation of special project assignments in a wide variety of venues within Business Technology
Services, Utilities, Real Estate Management, Public Works, Arts Council, and other departments. This
position functions as an integral part of special projects teams as assigned by management. Responsibilities
include acting as project coordinator to ensure compliance with county/departmental objectives that may
involve assisting in defining scope of project, project site, medium/media, selection criteria, and other
relevant considerations related to the project. Depending on area of assignment, work could require
coordination of programming, schematic design, design development, construction or project affiliated
documents, contract review and/or monitoring, cost analyses, bidding/negotiations, project oversight, exhibit
and show production, invoicing reviews and other contract documents. Employees in this class could serve as
departmental coordinator and liaison in the implementation of various highway certifications. Work includes
lead worker responsibilities influencing the work of personnel engaged in related administrative department
operations. This position requires a thorough working knowledge of departmental programs, procedures and
policies, and entails the exercise of extensive initiative and independent judgment.

Minimum Qualification Requirements

¢ 6 years professional experience in project management that includes 2 years professional experience in the
area of assignment; or

¢ Associate’s degree in a related field and 4 years professional experience in the area of assignment; or

e Bachelor’s degree in a related field and 2 years professional experience in the area of assignment; or

¢ Bachelor’s degree in civil engineering; or

¢ An equivalent combination of education, training, and/or experience.

Appointing Authority May Also Require

¢ Florida Driver's License or Florida Commercial Driver’s License and endorsement, if any.

o Assignment to work a variety of work schedules including compulsory work periods in special,
emergency, and/or disaster situations.

¢ Depending on area of assignment, work could also require coordination of programs and activities with
federal and state agencies, municipalities, local businesses and other agencies, long range planning and
evaluation of programs with respect to the County’s National Incident Management System and Continuity
of Operations Plan.

¢ Other highly desirable knowledge, skills, abilities, and credentials relevant to a position.

Illustrative Tasks (These are examples and are not all inclusive.)

¢ Responsible for day-to-day project management tasks.

¢ Responsible for overseeing, implementing, enacting, and recommending rules, regulations, policies and
guidelines, consistent with ordinances and the Board of County Commissioners.

¢ Provides educational presentations and technical assistance, writes news articles and press releases, and
oversees project processes.

e Develops, plans, and drafts various departmental documents, reports and project related material.

¢ Provides project management and coordination with county departments, user groups, and consultants in

matters relating to programming and design work for proposed major and minor projects,

May be required to coordinate master plans, review and issue payments, analyze contracts, and maintain

records.

May act as first level project coordinator for various projects, meeting both departmental and county

objectives.

May serve on project selection committees.
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Ilustrative Tasks (continued)

¢ Provides coordination of research, project and cost analysis and coordination with outside vendors.

¢ Coordinates assigned phases of projects, researching and developing program rules, regulations and
guidelines.

¢ Analyses of workflow; evaluates and makes recommendations for solutions to project manager and team
members.

o Prepares graphical presentation of conceptual plans.

o May prepare schematic designs, design development, and pertinent documents, including those for the
design and construction of new buildings, alterations, remodeling or extension of existing buildings.

¢ Reviews monthly invoices for consultant services and assists in project invoicing.

e Prepares research material and field information for projects.

o Prepares detailed schematics, construction drawings, and other details for assigned projects.

¢ Coordinates the development and implementation of certain programs.

¢ Implements and develops training programs in relation to Public Works requirements.

o Coordinates federal, state, and local education training resources; IMSA (International Municipal Signal
Association), Work Zone Safety, DACS (Data Analysis Center for Software), ISA (Information Systems
Auditor), and other related programs.

e Serves as liaison between the appropriate county departments organizing emergency preparedness and
response.

¢ Performs related work as assigned or required.

Knowledge, Skills, and Abilities (The following may apply to this job class depending upon area of

assignment.)

o Knowledge of complex technological information and data and an understanding of basic programming

principles and practices.

Knowledge of architectural methods, practices and procedures as they apply to the planning, design and

construction of new facilities and the alteration/renovation of existing facilities.

¢ Knowledge of development, review, and application of techniques and procedures for understanding of,
and compliance with, contract documents.

o Knowledge of pertinent codes, county ordinances, state and federal regulations governing building

construction and the preparation and interpretation of construction plans and specifications.

Knowledge of project costs and estimating procedures.

Knowledge of project invoicing, materials and labor analysis and delivery and payment procedures.

Knowledge of architectural drafting and design methods, practices and techniques.

Knowledge of interior design and space planning.

Knowledge of arts appreciation and education.

specific project assignment.

Knowledge of techniques for developing programs related to county facilities, processes and programs.
¢ Depending upon area of assignment, knowledge of the basic principles and practices of some, or a
combination of the following: Public Works programs, with a specialization in highway operations and
programs; Business Management; Project Management; Arts Education; Contract Administration.

Skill in speaking before groups.

Ability to apply computer applications and software.

Ability to assist in formulating plans, researching resources, establishing timelines, tasks and goals.
Ability to exercise independent judgment coordinating the efforts of consultants, contractors, artists and
intra/inter departmental personnel involved in all phases of assigned projects.

o Ability to plan, supervise, coordinate, and direct technical personnel.

o Ability to establish and maintain effective working relationships as necessitated by work assignments.

Knowledge and skill in use of technical, electronic, graphic, analog and/or digital equipment affiliated with
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Knowledge, Skills, and Abilities  (continued)

¢ Ability to present programs, ideas and findings clearly and concisely in writing, orally and graphically.

o Ability to give technical and professional or artistic review to a wide variety and large volume technical of
schematics or artistic/architectural/construction plans/specifications, Public Works programs, Arts
Programs or related projects.
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