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Project Coordinator

	Department:
	Public Works	
	Reports To:
	Director Public Works
	Division:
	Public Works	
	FLSA Status:
	Exempt
	Pay Grade/Range:
	11	
	Revision Date:	
	2/11/2015


GENERAL STATEMENT OF JOB

Under general supervision of the Engineering Manager, this position performs technical and professional Public Works activities, including coordination, inspection, interpretation, reporting and administration. This position is largely project based and requires the ability to focus on detail, while maintaining a conceptual overview, prioritize multiple tasks and work with others with varying backgrounds.  The Public Works Project Coordinator is responsible for project administration and coordination functions related to the City’s Public Works and CIP programs. In addition to Public Works activities, this position will serve as staff liaison to the Maintenance Service provider on a daily basis to coordinate service delivery and to provide general direction as needed. This position requires strong communications skills, both written and oral, and excellent organizational skills.  The Public Works Project Coordinator represents the Public Works department with a commitment to reflect excellence and professionalism in contact with other departments, City Council, staff members, consultants, contractors, residents and the general public.

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Project Coordination:
Serves as staff liaison to Public Works Operations, Field Services and Maintenance Services groups, approving and tracking the annual work plan, and coordinating work activities with other City departments and programs.
Assists in resolving problems with contractors and consultants and negotiates settlements in disputes regarding contracted work.
Coordinates various phases of work of contractors ensuring timely project completion.
Assists with contract administration and correspondence relative to construction projects and Public Works program activities.
Coordinates inter-departmental review of project-related information and recommendations.
Coordinates City’s project-related activities and decisions with other governmental agencies.
Plans, coordinates, manages, and evaluates special projects as assigned.
Coordinates and directs project support teams comprised of members from the City's various Departments and Divisions.
Represents the City of Centennial by responding to the public, residents, its employees, and other stakeholders in a prompt, professional, and courteous manner while continuously maintaining a positive customer service demeanor. Regard everyone, internal and external, as a customer and deliver the best service possible in a respectful and patient manner.

Materials Budget Management:
Manages the Field Services materials budget and authorizes Field Services material purchase.
Serves as a liaison between the Public Works Operations, Field Services, Maintenance Services and the Finance Department.

Inspection Services:
Performs field inspections of snow removal activities to ensure the City’s desired quality and level of service is being met.
Performs field inspections of Field Services activities to ensure work is completed and performed with best industry practices.
Performs field inspections of special projects for adherence to applicable engineering standards and regulations.
Provides oversight and coordination of the City’s construction inspector for Land Use cases.

Maintenance Services:
Serves as staff liaison to the Maintenance Services provider, coordinating work activities related to maintenance of facilities, landscape, parks and vehicle fleet with other City departments and programs. Reservation of park facilities and community room are overseen by Maintenance Services. 

Other Duties:
Provides information and resolves problems as necessary by responding to questions from citizens.
Performs other duties as assigned.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:
Practices, procedures, and terms of basic public works operations and functions;
Inspection practices;
Fundamental internal policies and procedures;
City ordinances, rules, procedures, and practices governing public works;
Highly proficient in using a variety of computer software applications in word processing, spreadsheets, database and presentation software (MS Office Professional 2007 - MSWord, Excel, Access, Outlook and PowerPoint);
Modern office practices and procedures;
Modern office equipment.

Skills:
Possess self-management skills and a proactive approach; 
Highly proficient in the operation of modern office equipment;
Maintain a professional appearance;
Provide exceptional customer service to internal and external clients;
Display strong organizational skills.

Ability to:
Critically think through a process or question identifying the areas where additional research or information is needed;
Take the initiative to find the answers to questions, solutions to problems, follow through with others to make sure that the status of projects, questions, or issues is current;
Effectively meet and communicate with the public with courtesy, discretion and sound judgment;
Be punctual;
Work with minimal supervision;
Handle multiple tasks and projects simultaneously and use good judgment in prioritizing work assignments;
Work well under pressure in a constantly changing environment;
Discretely handle confidential information;
Establish and maintain highly effective working relationships with City staff, residents, vendors, contractors, consultants, Elected Officials, and the general public.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Ten (10) years of previous Public Works operations, inspection, and coordination experience.  Familiarity with facilities and park maintenance is a plus. Previous governmental or not-for-profit experience is strongly preferred.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
[bookmark: _GoBack]Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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