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  CLASS:  ASSISTANT CHIEF OF CONSTRUCTION SERVICES BRANCH
	
NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	MANAGEMENT
	

	1. 
	Develop and implement a management plan to meld field construction offices directly completing construction with a headquarters office completing contracting, material procurement, construction accounting, and personnel management, which includes twice monthly payroll of Casual Trades employees making Prevailing Wage Rates.
	

	2. 
	Prepare plans to meet Unit/Branch business needs and anticipate future business needs through the integration of technological advances, work practice modifications, construction material/method changes, statutory changes, and organizational changes that affect existing business practices.
	

	3. 
	Implement new policies, procedures, business processes, and programs, ensuring appropriate staff training, client interaction, and overall planning to minimize disruption to Unit/Branch performance.
	

	4. 
	Represent the Unit/Branch at meeting with executive management.
	

	5. 
	Review and analyze manuals, policies, legislative, and/or regulatory requirements applicable to Unit/Branch operations to determine impact on operations and staff.
	

	6. 
	Review and analyze proposed legislation to determine its impact on Unit/Branch programs and/or policies.
	

	7. 
	Advise management on the impact or potential impact of proposed legislation to departmental programs, policies, Unit/Branch operations.
	

	8. 
	Develop solutions for problems relating to Unit/Branch programs, procedures, business processes, and/or policies to mitigate the degree of impact to the delivery of completed construction Projects.
	

	9. 
	Develop policies and procedures for the effective and efficient operation of the statewide construction inspection functions.
	

	10. 
	Serves as Chairperson of the Contract Time Review and Claim Review Panels.
	

	11. 
	Makes recommendations to the Chief of Construction Services Branch regarding needed corrections to policies and procedures discovered via the claims process.
	

	12. 
	On a routine basis, review Department Management Memos, policies, and procedures and implement changes in branch operations as necessary in order to comply.
	

	13. 
	Provide guidance to supervisor staff in preparation of staff action packages.
	

	14. 
	As required provide backup to the Chief of Construction Services Branch.
	

	15. 
	Develop policies and procedures to provide for the effective and efficient operation of statewide construction operations.
	

	16. 
	Involve subordinate employees in establishing work plans, estimates, and schedules the completion of assigned construction Projects.
	

	17. 
	Change priorities, staff assignments, and resources to maximize the productivity and/or effectiveness of the Unit/Branch.
	

	18. 
	Resolve conflicting priority requests for services provided by the Unit/Branch by providing oversight and planning of Project activities and working with clients to achieve an acceptable feasible plan for completion of Projects.
	

	19. 
	Read and comprehend building codes, statutes, reports, memos, manuals, and other job-related materials and documents to determine effect on Unit/Branch operations and staff.
	

	20. 
	Implement provisions of chaptered legislation to ensure compliance by the Department/Division/Unit/Branch
	

	21. 
	Change priorities, staff assignments, and resources to maximize the productivity and/or effectiveness of the Unit/Branch.
	

	22. 
	Resolve conflicting priorities Request for Services provided by the Unit/Branch by attending work priority meeting, providing oversight, and planning of project activities while working with Project Managers/clients to achieve the successful completion of each project.
	

	23. 
	Reviews staff performance and take the necessary actions to correct staff performance.
	

	24. 
	Read and provide guidance on building codes, statutes, reports, memos, manuals, construction documents, and project reports.
	

	25. 
	Analyze and evaluate problems and issues relating to Unit/Branch programs, procedures, business processes, and/or policies to determine degree of impact to the delivery of completed construction Projects.
	

	
	PROGRAM/CONSTRUCTION MANAGEMENT
	

	26. 
	Develop process to track and monitor construction Project expenditures against approved Project Estimate.
	

	27. 
	Approve key construction Project expenditures, including Public Works Contracts, Service Contracts, Service Orders, in accordance with established DGS polices, procurement and contracting requirements, and applicable regulations/statutes.
	

	28. 
	Determine and establish priorities and service levels for staff in order to meet both long-term objectives and the short-term demands of the Unit/Branch.
	

	29. 
	Approve a variety of project schedules, including planned and committed milestones, to ensure the completion of construction Projects in accordance needs of funding organization.
	

	30. 
	Track and oversee a variety of project activities, such as planning, design, contracting, Project/Construction Management, procurement, and installation, to ensure the completion of construction projects in accordance scope, schedule and budget.
	

	31. 
	Develop and/or oversee the development of high-level Project proposals and plans to obtain approvals from control agencies, client management, and department executive management.
	

	32. 
	Review and evaluate proposals and contracts (such as RFQs, RFPs, feasibility study reports (FSR), and economic analyses) submitted by vendors and/or consultants to determine appropriateness given project specifications and/or to select among competing proposals.
	

	33. 
	Identify problems and issues relating to Unit, Branch, or Division programs, procedures, business processes, and/or policies to ensure that risks are minimized and/or mitigated.
	

	34. 
	Establishes Construction Services Branch inspection fees and construction contract duration’s for all projects.
	

	35. 
	Determine level of inspection and/or Construction Management and if Field Act, Essential Services, or OSHPD statute level is required.  
	

	36. 
	Review project scope of work with Project Managers, estimating staff, design professionals and state agencies to determine the required levels of inspection and construction management for individual projects.
	

	37. 
	Prepares budgets and backup analyses to provide funds to support for inspection and construction management services.
	

	38. 
	Reviews design document at various stages of development for verification of fees and makes adjustments as appropriate based on more complete information.
	

	39. 
	Resolves technical problems on specific projects using knowledge of construction methods, materials, and policies.
	

	40. 
	Review accounting reports that track and monitor project expenditures for services provided.
	

	41. 
	Review of staff inspection diaries, monthly reports, project status reports, and implement changes as required.
	

	
	BUDGET
	

	42. 
	Assist in the development of the annual budget for the work unit or division.
	

	43. 
	Develop the annual budget for the work unit or division.
	

	44. 
	Track and monitor program/work unit expenditures against approved budgetary allocations.
	

	45. 
	Identify budget revisions/augmentation needs (such as position, equipment, and supply order changes) to ensure that budget allocations meet resource and expenditure requirements.
	

	
	TRAINING
	

	46. 
	Provide on-the-job training to staff relating to the tasks of the positions in the Unit, Branch, or Division.
	

	47. 
	Provide staff training as necessary for compliance of office policies and procedures.
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