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JOB DESCRIPTION

POSITION TITLE:
Project Coordinator
DEPARTMENT:
Public Works Department

LOCATION:
Tribal Headquarters, Plummer, Idaho

REPORTS TO:
Public Works Director

SALARY RANGE:
$30,000 - $45,000
DURATION:

Full-Time Permanent

Summary of Duties and Responsibilities
This is a professional public works construction management position with primary work assignments focused on managing the implementation of tribal construction projects once under contract.  The incumbent may also assist with project design and/or development.  The incumbent will monitor, review and be responsible for all aspects of project construction, contract compliance, and inspection of contractor work in order to ensure compliance with plans and specifications and contract requirements.  Incumbents are expected to manage and inspect all aspects of tribal construction projects.  The incumbent will also inspect residential construction projects for compliance with International Building Codes.  The work is performed under the supervision of the Public Works Director.  The incumbent also performs the duties of other employees in the department as required or as assigned by supervisory personnel.  The Project Coordinator may supervise consultants, part-time aides, and/or student assistants.  Performs other duties as assigned. 

· May help coordinate the development of preliminary designs of public works department construction projects.

· Review, comprehend, and interpret contract documents, plans and specifications.

· Prepares engineering documents, legal documents, maps, contracts, and correspondence for public works construction projects.

· Plans, organizes and coordinates public works construction projects including estimates of materials and quantities, final contract engineering drawings, proposals and contracts, bidder evaluations and recommendations, pre-construction meetings, traffic controls, inspection schedules, inspections, material testing, record keeping, submittals of requests for design changes and change orders to supervisor, contract modifications, calculation and preparation of monthly pay estimates and project reports.

· Serves as Tribe’s liaison to contractors and the public and performs quality control/quality assurance activities to ensure that projects are constructed according to design and material specifications; maintains accurate daily records of construction activity and materials used and notifies contractor and supervisor of authorized project modifications or non-compliance.

· Inspects test results from material testing laboratories such as nuclear moisture/density gauge tests, sieve analyses, proctor, gradation, asphalt and concrete tests.

· Conducts traffic counts and traffic control studies and related field work.

· Supervises and participates in all phases of field work.

· Inspection of construction projects to assure compliance with project design standards, approved plans, regulations, and permits.  Includes coordination with the contractor and/or developer pertaining to project schedule, traffic control, Tribal standards, and other issues.

· Organizes, lays-out, and completes projects such as construction staking and structure location.

· Maintains and updates accurate as-built maps and engineering files.

· Uses computer-aided drafting and mapping software and a variety of personal computer programs such as word processing, spreadsheets, scheduling, database and other miscellaneous engineering and general purpose programs.

· Operates underground utility locating devices.

· Attends work on a regular and dependable basis.

· Interacts in a professional, tactful, and respectful manner with Tribal staff, contractors, and the public.

General Purpose:
Assist with engineering design, project site surveying, and performs construction inspections, construction management and related technical engineering work for the Tribe’s public works construction projects.  Inspects construction projects under the jurisdiction of the Coeur d’ Alene Tribe for compliance with applicable building codes as deemed necessary.
Tools and Equipment Used:

Personal computer and ancillary equipment office equipment, scanner, copy machine, word processing, spreadsheet, database and computer aided-design software, traffic study equipment, inspection and materials testing equipment, utility locating devices, laser level, standard drafting tools, 4-pound hammer, 10-pound sledgehammer, camera, motor vehicle; portable radio; and cell phone.

Work Environment:

(The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.)

Work is performed mostly in office settings.  Outdoor work is required in the inspection of various projects, construction sites, or public works facilities.  The employee occasionally works near moving mechanical parts, and in high, precarious places, and near open excavations.  The employee is occasionally exposed to wet and/or humid conditions, extreme temperate conditions, fumes or airborne particles, raw sewage, toxic or caustic chemicals, risk of electrical shock, and vibration.  The employee occasionally works in busy streets near heavy vehicular traffic and heavy equipment.  The employee occasionally uses 4-pound hammers and 10-pound sledgehammers.  The employee must occasionally lift and/or move up to 100 pounds.  The noise level in the work environment is usually quiet in the office and moderate-to-loud in the field.

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 to the position.

Selection Factors
(Applicants should describe their previous experience and training for each of the following selection factors.  These factors will be the basis for selecting the most qualified applicants to be interviewed.  Candidates selected for employment must satisfactorily demonstrate possession of these factors during a prescribed six (6) month orientation period, and afterwards, for continued employment.)
Knowledge of:
· The terminology, methods, and practices of civil engineering, drafting, preliminary and final design, and surveying, and skills in their application to Tribal public works projects;

· Public works construction materials, methods and practices;

· The materials, methods, and practices used in public works construction inspection and materials testing, and their application to Tribal public works construction projects;
· Construction project sequences and scheduling;

· International Building Code and International Residential Code standards and requirements.
Ability to:
· Plan, organize, and manage public works construction projects;

· Determine compliance with engineering plans and specifications on a variety of construction projects, and to work with contractors and construction supervisors effectively to secure compliance with specifications;

· Keep accurate records, make engineering computations, keep field notes, and coordinate the implementation of Tribal public works projects;

· Read and understand blueprints, engineering plans, contract documents and specifications;

· Combine sound engineering judgment and common sense to solve a variety of design and construction problems;

· Use computer programs such as computer-aided drafting and mapping software and a variety of personal computer programs such as word processing, spreadsheets, databases and other miscellaneous engineering, scheduling, and general purpose programs;

· Deal courteously and tactfully with contractors, other staff members, and the public;

· Work outdoors in a variety of weather conditions, walk safely on and through rough terrain, and work in vehicular traffic areas;

· Obtain certification as a residential building inspector from the International Code Council;
· Establish and maintain effective working relationships with department personnel, contractors, and the public;

· Provide quality services in a cost-effective manner and recommend improved methods of performing the work;

· Physically perform the essential functions of the job;

· Obtain and maintain a valid driver’s license and safe driving record.
Minimum Qualifications
(Persons applying for this position should meet either the “preferred minimum qualifications” or the “minimum qualifications” outlined below.)

· Preferred minimum qualifications include: a degree in construction management or two (2) years of college level course work in civil engineering or a related field in a depth and breadth sufficient to provide an understanding of engineering and project management principles to allow the incumbent to manage large-scale public works construction projects.  A minimum of two (2) years of experience managing the construction of civil infrastructure, residential or commercial buildings, or building inspection experience;
· Applicants who cannot meet the preferred minimum qualifications for education and/or experience must be able to demonstrate a successful and stable work history over their professional working career by resume experience and references.  Minimum qualification candidates must demonstrate that they have worked for at least one employer for a minimum of three (3) years over their working career in a field related to construction project management.  This is a highly responsible position where past experience and training is substantially valued.  

· High School diploma.

· Experience working with Indian Preference Policy preferred.

· Must not have been convicted of a felony involving dishonesty within the past five years.
· Must possess a valid driver’s license and be insurable on the Tribes automobile policy.
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.

An applicant may be asked to participate in an interview to establish whether he/she meets minimum qualifications.  Interviews do not create a right to employment and provide no promise or other guarantee of any employment position with the Tribe.
The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy.

Applicants are subject to a pre-employment drug test and at-random testing following employment.

Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.

To apply, submit a Tribal Application and resume no later than 4:00 pm on the closing date to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851.  For more information, visit our website at http://www.cdatribe-nsn.gov/HR/HumanResources.aspx or call 208/686-4068.

I have read the above job description and fully understand the qualifications, duties and responsibilities required of this position.

_______________________________



______________________________

Applicant Signature
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