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                                                      CLASS:  ASSOCIATE ESTIMATOR OF BUILDING CONSTRUCTION

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

	Reviews project plans and specifications to determine materials and labor needed to complete the quantity surveys of materials and labor for the State’s conceptual, budget, preliminary and final cost estimates.

	2. 
	Prepares complete quantity surveys of materials and labor required on construction projects by using plans and specifications in order to complete the State’s conceptual, budget, preliminary and final cost estimates.

	3. 
	Estimates material and labor costs by using electronic estimating databases (such as Timberline and R.S. Means) and input from private sector sources (e.g., vendors, subcontractors, etc.) in order to complete the State’s conceptual, budget, preliminary and final cost estimates.

	4. 
	Performs value engineering (analysis) of plans and specifications to determine areas of potential cost savings to bring the State’s preliminary and final cost estimates within budget.

	5. 
	Reviews construction documents to compare the original contract documents with the proposed change documents in order to identify any proposed changes to the contract.

	6. 
	Estimate cost or cost savings of materials and labor of proposed changes to the original contract documents to ensure the State is receiving fair market value.

	7. 
	Negotiates cost or cost savings of materials and labor of proposed changes to the original contract documents to ensure the State is receiving fair market value.

	8. 
	Assists in preparing conceptual cost estimates using previously completed projects to assist designers to select cost effective concept.

	9. 
	Interviews low bidder to ascertain the reason of large discrepancy between State’s estimate and low bidder’s bid upon request (e.g. agency, project manager, designer, etc.).

	10. 
	Assist in the supervision (i.e. guidance, mentoring, coaching, etc.) of the work of assistant estimators to enhance the possibility of upward mobility.

	11. 
	Combines hard cost estimates and soft cost estimates using input from project manager to incorporate design fees, miscellaneous consultant fees, inspection fees, funding information, etc. for total project cost (3-page estimate).

	12. 
	Maintains communication with section estimators, designers, architects, specifications engineers, in preparing cost estimates, as well as contractors, fabricators and suppliers to remain current of various costs and construction methods.

	13. 
	Accesses ABMS to verify if the billable hours have been authorized so that estimating time may be charged to the project.

	14. 
	Composes and sends information (i.e., inter-office emails, specifications, data sheets, etc.) via electronic media in order to provide and request information from project design team, outside vendors and suppliers.

	15. 
	Assigns estimating numbers to projects using the electronic log book in order to identify projects.

	16. 
	Checks the progress of project estimates using the electronic logbook in order to provide information to the project team.

	17. 
	Updates the status of project estimates using the electronic logbook in order to provide information to the project team. 

	18. 
	Acts as lead estimator for projects in order to merge all component estimates (general, mechanical and electrical) into a total hard cost estimate.

	19. 
	Composes an estimate comparison (5% letter) justifying reasons why different estimates of the same project exceed 5% cost difference in order to reveal discrepancies in estimate, changes in scope, market factors, etc.

	20. 
	Uses computer software (i.e. Timberline, Microsoft Office Works, etc.) for estimating material and labor costs in order to complete the State’s conceptual, budget, preliminary and final cost estimates.

	21. 
	Assigns location number and files estimate drawings for organizational purposes and future historical references.

	22. 
	Makes visits to construction sites to investigate the physical existing conditions of a project and take photos to ensure a complete understanding of project drawings and requirements.



Note:	Highlighted tasks were eliminated from further consideration which had a CT or RT rating of less than 0.5 and an IT Index of less than 2.0.  (See “Task Rating Summary Worksheet”.)
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