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                                                      CLASS:  Associate Construction Analyst

NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 

	Provides recommendations on funding, long range planning, delivery methods, etc.,  in order to manage the implementation of projects using required codes and regulations (e.g., SAM, Government Codes, CCR’s, Building Codes, etc.) at the direction of a manager. 

	2. 
	Analyzes various types of requests (Capital, Leasing, Special Repair, Planning, etc.) in order to provide information 
to stakeholders utilizing various resources (e.g. SAM, Budget Act, RESD policies, Public Contract Code, etc.)  at the direction of a manager.

	3. 
	Analyzes various types of requests (Capital, Leasing, Special Repair, Planning, etc.) in order to ensure compliance with DGS strategic plans utilizing various resources (e.g. SAM, Budget Act, RESD policies, Public Contract Code, etc.)  at the direction of a manager

	4. 
	Provides Green recommendations in support of the departments Green and Sustainable initiatives using Title 24 and LEED Leadership in Energy and Environmental Design at the direction of a manager.

	5. 
	Assists with the LEED certification of projects in order to comply with the State’s statutory and policy initiatives using USGBC LEED standards and guidelines at the direction of a manager.

	6. 
	Conducts onsite construction investigations representing Department of General Services and other Stakeholders in order to gather information by visual/manual efforts at the direction of a manager

	7. 
	Gathers data in order to prepare scope definition (architectural, real estate, planning and construction, etc.) utilizing various resources (e.g., studies, court mandates, compliance orders, applicable policy, program needs, etc.) representing Department of General Services and other Stakeholders at the direction of a manager.

	8. 
	Evaluates data in order to prepare scope definition (architectural, real estate, planning and construction, etc.) utilizing various resources (e.g., studies, court mandates, compliance orders, applicable policy, program needs, etc.) representing Department of General Services and other Stakeholders at the direction of a manager.

	9. 
	Compiles results of evaluations in report format in order to present findings representing Department of General Services and other Stakeholders utilizing verbal and written skills at the direction of a manager.

	10. 
	Conducts surveys in order to comply with Facility Development Standards and Requirements, Building Codes (ADA, FLS, etc), and Space Utilization Standards by performing on-site inspections at the direction of a manager. 

	11. 
	Coordinates regulatory reviews (State Fire Marshal, DSA Access compliance, Air Regulatory Boards, etc.) of projects in order to meet regulations and codes by scheduling and attending meetings with the respective representatives and consultants at the direction of a manager. 

	12. 
	Coordinates projects with other branches within the Real Estate Services Division (RESD) in order to maintain timeliness of schedule and quality control via telephone, e-mail, meetings, or other types of communications at the direction of a manager.

	13. 
	Maintains cooperative team relations with other RESD units and/or branches in order to have open communication during all project phases via telephone, e-mail, meetings, or other types of communications at the direction of a manager.

	14. 
	Prepares private sector contracts for various planning and buildings projects in accordance with department’s policies, procedures and Public Contract Code using computer software tools at direction of a manager.

	15. 
	Prepares specifications for various planning and buildings projects in accordance with department’s policies, procedures and public contract code utilizing various resources (e.g. SAM, Budget Act, RESD policies, Public Contract Code, etc.) at the direction of a manager.

	16. 
	Reviews documents (i.e. plans, specifications, contracts, environmental, etc.) for various planning and buildings projects to ensure compliance with department’s policies, procedures and public contract code utilizing various resources (e.g. SAM, Budget Act, RESD policies, Public Contract Code, etc.) at the direction of a manager.

	17. 
	Writes advertisement for various planning and buildings projects in order to obtain consultant services including project description and consultant qualifications using program requirements, approved budget package, or client requests at the direction of a manager. 

	18. 
	Reviews RFQ/RFP submittals for various planning and buildings projects to verify in accordance with RFQ/RFP requirements using the consultants proposals at direction of a manager.

	19. 
	Prepares various written documents (e.g., policies, procedures, Monthly and Quarterly Status Reports, etc.) in order to provide information and status to others utilizing various computer software tools as needed at the direction of a manager.

	20. 
	Prepares presentation materials (graph, power point, etc.) in order to detail project activities (i.e. scope, budget and schedule) as required by management, clients, legislation, and control agencies using computer software tools for each assigned project at the direction of a manager.

	21. 
	Develops the scope of consultant’s work for various planning and buildings projects in order to obtain consultant’s fee for projects using program requirements, approved budget package, or client requests at the direction of a manager.

	22. 
	Evaluates the project scope for various planning and buildings projects in order to comply with project deliverables pursuant to authorization using legislation, budget, and program requirements, etc., at the direction of a manager.

	23. 
	Evaluates the project budget for various planning and buildings projects in order to comply with project deliverables pursuant to authorization using legislation, budget, and program requirements at the direction of a manager.

	24. 
	Evaluates the project schedule for various planning and buildings projects in order to comply with project deliverables pursuant to using legislation, budget, and program requirements at the direction of a manager.

	25. 
	Manages project files, both electronic and paper, (e.g., accounting correspondence, financial correspondence, design related materials, contracts, construction) in order to control project information representing Department of General Services and other Stakeholders using office procedures at the direction of a manager.

	26. 
	Organize people (e.g., clients, in-house staff, consultants, and general contractors) in order to define their roles and responsibilities by creating schedules, scopes of work, contract documents and project management plans office procedures on DGS computer software at the direction of a manager.

	27. 
	Organize project funding in order to complete projects within allocated funding by developing and managing project budgets using computerized State accounting systems and/or standard industry accounting/budget software at direction of a manager.

	28.
	Prepare project schedules for various planning and buildings projects in order to track and facilitate the project using computer scheduling software (MS-Project,  SureTrac and Primavera, etc) at direction of a manager.

	29.
	Compiles bid documents for various planning and buildings projects in order to specify State requirements for bidding and contract performance by customizing front-end and Construction Specifications Institute (CSI) Division I of the contract documents and merge consultant documents utilizing computer software tools for each assigned project at the direction of a manager.  

	30.
	Writes advertisement for various planning and buildings projects (including project scope, location, estimated cost and required licenses) in order to solicit qualified contractors for prime construction contractor or design/build team utilizing computer software tools for each assigned project at the direction of a manager.  

	31.
	Conducts a pre-bid/RFP meeting with potential contractors in order to provide them with information (e.g., scope of project, facility or site restrictions/conditions, common bidder errors, Disabled Veterans Business Enterprise (DVBE) requirements), so they submit qualified bids/proposals utilizing verbal and written skills at the direction of a manager.

	32.
	Conducts on site walk-through with potential contractors in order to provide them with information (e.g., scope of project, facility or site restrictions/conditions, common bidder errors, Disabled Veterans Business Enterprise (DVBE) requirements), to enable the contractors to submit qualified bids/proposals,  utilizing verbal and written skills at the direction of a manager.

	33.
	Obtains design consultant responses for various planning and buildings projects in order to clarify the contract requirements to bidders’/proposers questions utilizing verbal and written skills at the direction of a manager.

	34.
	Prepares addendums for various planning and buildings projects in order to clarify the contract requirements in response to bidders’/proposers questions utilizing written skills at the direction of a manager.

	35.
	Prepares State documents (e.g., cost estimates, DOF funding approval forms) in order to facilitate project approval and implementation of the contract utilizing computer software tools at the direction of a manager.  

	36.
	Conducts kick-off meetings for various planning and buildings projects in order to clarify the contract requirements outlining State and contractor’s roles and responsibilities during project utilizing verbal and written skills at the direction of a manager.

	37.
	Leads progress meetings for various planning and buildings projects to ensure minutes are taken and distributed timely to keep all parties aware of the status of the project utilizing verbal and written skills at the direction of a manager.

	38.
	Monitors the project schedule in order to review progress payments utilizing various resources (e.g. SAM, Budget Act, RESD policies, Public Contract Code, etc.)  at the direction of a manager.

	39.
	Monitors the project schedule in order to ensure adherence to overall project schedule utilizing various resources (e.g. SAM, Budget Act, RESD policies, Public Contract Code, etc.)  at the direction of a manager.

	40.
	Prepares change orders/amendments for various planning and buildings projects in order to effectively complete the project in compliance with the terms and conditions of the contract utilizing various resources (e.g. SAM, Budget Act, RESD policies, Public Contract Code, etc.) at the direction of a manager.

	41.
	Prepares (with clients, consultants and inspectors) punch list in order to ensure contractor compliance with the contract terms and conditions using on site survey at the direction of a manager.

	42.
	Reviews operation/maintenance manuals, warranties, service agreements and contractor’s as-built drawings in order to assure conformance with the contract utilizing various resources (e.g. SAM, Budget Act, RESD policies, Public Contract Code, etc.) at the direction of a manager.

	43.
	Develops project budget into appropriate electronic accounting systems in order to track project costs and expenditures using computerized State accounting systems and/or standard industry accounting/budget software at direction of a manager.

	44.
	Prepares accounting documents for project closeout using computerized State accounting systems and/or standard industry accounting/budget software at direction of a manager.

	45.
	Reviews accounting documents for project closeout using computerized State accounting systems and/or standard industry accounting/budget software at direction of a manager.

	46.
	Performs regular reconciliation of the electronic accounting system in order to track expenditures, monitor the budget, and detect errors using computerized State accounting systems and/or standard industry accounting/budget software at direction of a manager.

	47.
	Provides technical information (e.g., verbal, written, graphic documents, etc.) to department information officer(s) in order for them to distribute this information to the press utilizing verbal, written and computer software skills at the direction of a manager.

	48.
	Prepares project management plan for each assigned project.in order to provide detailed project activities (i.e., scope, budget and schedule) utilizing written and computer software skills as required by management, clients, legislation and control agencies at the direction of a manger.

	49.
	Updates client on a regular basis in order to keep them informed of progress with the project utilizing verbal and written communication skills at the direction of a manager.

	50.
	Maintains a professional working relationship with the client in order to represent the client’s interests in all phases of the project utilizing verbal and written communication skills at the direction of a manager.

	51.
	Prepares formal presentations to client management and/or their executive staff in order to inform them about progress or significant events of the project utilizing computer software, written and verbal communication skills at the direction of a manager.

	52.
	Presents formal presentations to client management and/or their executive staff in order to inform them about progress or significant events of the project utilizing computer software, written and verbal communication skills at the direction of a manager.
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