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                                                      CLASS:  CAPITAL OUTLAY PROGRAM MANAGER

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

	1. 
	Direct and manage the activities of staff engaged in a statewide and service-wide program of work on capital projects from the planning/budget phase through the completion of construction and closeout while ensuring compliance with State, DGS, Division’s Managerial/Supervisory policies, procedures and objectives.

	2. 
	Oversee activities of staff, matrix teams, and charter teams to ensure that staff meets it’s obligations in order to achieve project and/or program goals, objectives and priorities.

	3. 
	Establish consistent performance standards and expectations throughout the work unit in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s Managerial/Supervisory policies, procedures and objectives.

	4. 
	Monitor and evaluate job performance of subordinate supervisor, program specialist and support staff in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s Managerial/Supervisory policies, procedures and objectives.

	5. 
	Encourage and support employees in making responsible risk assessments and develop improved or innovative solutions to work-related problems and procedures.

	6. 
	Provide coaching (e.g. one-on-one, group, formal training, leading by example, etc.) to staff relating to the tasks of the job to improve performance and productivity and enhance professional development.

	7. 
	Recognize the efforts and accomplishments of staff and appropriately acknowledge and celebrate employee achievements consistent with Division’s policies, procedures and objectives in order to improve employee morale and production.

	8. 
	Prepare and communicate performance evaluations and probationary reports of subordinate supervisor, program specialist and support staff to ensure compliance with State, DGS, Division’s Managerial/Supervisory policies, procedures and objectives.

	9. 
	Communicate (e.g., staff meetings, e-mails, policy memos, etc.) department goals and priorities to staff to ensure compliance with State, DGS, Division’s Managerial/Supervisory policies, procedures and objectives.

	10. 
	Review and recommend approval of disciplinary action recommended by subordinate supervisors to ensure compliance with State, DGS, Division’s Managerial/Supervisory policies, procedures and objectives.

	11. 
	Review and approve employee performance evaluations and probationary reports prepared by subordinate supervisor to ensure compliance with State, DGS, Division’s Managerial/Supervisory policies, procedures and objectives.




	


	MANAGERIAL/SUPERVISION (continued)

	12. 
	Act on behalf of Branch Chief as required such as attend meetings, represent the Branch, make decisions, sign documents in accordance with delegated authority, and reporting urgent matters to the Executive Office and briefing the Branch Chief upon their return to the office.

	13. 
	Promote cooperation among Division, DGS, control agencies, local government, client agencies and contractors in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies and procedures.

	14. 
	Participate in a wide variety of HR activities (e.g. recruitment, hiring, promotions, testing, labor relations, etc.) in order to comply with the Department’s Equal Employment Objectives while ensuring compliance with State, DGS, Division’s Managerial/Supervisory policies, procedures and objectives.

	
	WORK UNIT/BRANCH OPERATIONS

	15. 
	Develop and recommend statewide policies, procedures and revisions in the area of major capital outlay while ensuring compliance with State, DGS, Division’s policies, procedures and objectives by applying project management knowledge and expertise, utilizing the best industry practices, the current market trends and considerations, political implications, and legislative requirements.

	16. 
	Implement statewide policies, procedures and revisions in the area of major capital outlay while ensuring compliance with State, DGS, Division’s policies, procedures and objectives by applying project management knowledge and expertise, utilizing the best industry practices, the current market trends and considerations, political implications, and legislative requirements.

	17. 
	Resolve conflicting requests for services by managing resources, schedules, assignments and budgets and by coordinating with stakeholders and customers to achieve program and project objectives.

	

	LEGISLATION

	18. 
	Develop and recommend legislative proposals by assessing current operational needs and program enhancements in order to improve service delivery to protect the State’s interests in accordance with specified Departmental guidelines.

	19. 
	Evaluate current and proposed legislation by reviewing the language, determining program impact, and providing a recommended department position in order to improve service delivery to protect the State’s interests in accordance with specified Departmental guidelines.

	20. 
	Testify at legislative hearings as the state’s capital outlay expert in order to improve service delivery, support client projects and programs and to protect the State’s interests relative to pending and proposed legislation in accordance with specified Departmental guidelines.

	

	LEGISLATION (continued)

	21. 
	Assist in developing processes and procedures to implement the intent of the legislation while maintaining service delivery in accordance with specified Departmental guidelines.

	
	LEGAL

	22. 
	Evaluate and recommend departmental position on legal matters and any pending lawsuits involving public works projects by acting as the department’s program expert in dealings with the Attorney General’s Office, DGS’ Executive and Legal Offices, control agencies, local government, client agencies, and private attorneys.

	23. 
	Evaluate, develop and administer legal authority to execute public works projects pursuant to existing statutes, regulations, budget act and special legislation in accordance with statewide policy.

	
	CONTRACTS

	24. 
	Develop contract language to facilitate capital outlay projects and protect the interests of the State, in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and program objectives.

	25. 
	Direct and approve contract language drafted by staff to facilitate public works projects and protect the interests of the State, in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and program objectives.

	26. 
	Enforce provisions of a contract including performance, scheduling, budget and utilizing remedies such as withholding payment, enforcing liquidated damages and termination for the execution of public works projects pursuant with terms and conditions of the contract and public law to protect the interests of the State and ensure compliance with State, DGS, Division’s policies, procedures and program objectives.

	
	BUDGET

	27. 
	Assist in the development of the annual budget (support and Capital Outlay) based on information from the Department and Division Budget Offices, trends, finance and budget letters, and budget related directives in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	28. 
	Track and monitor program/work unit expenditures administrative and projects against approved budgetary allocations in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	29. 
	Approve support and capital outlay budget expenditures in accordance with the approved budgetary allocations in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	
	BUDGET (continued)

	30. 
	Identify budget revisions/augmentation needs (such as position, equipment, and supply order changes) using Budget Act Provisions, BCP (budget change proposals) to ensure that the office and project budget allocations meet resource and expenditure requirements in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	
	PROGRAM MANAGEMENT

	31. 
	Assist in the development of the strategic plan (Branch, Section, Division, and Department) to establish program performance objectives and measures by determining appropriate program objectives in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	32. 
	Participate in planning strategies for meeting program goals by evaluating available resources, priorities, the budget, political concerns, and policy in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	33. 
	Assist in establishing an organizational structure by evaluating available resources and program requirements, and consulting with the Branch Chief in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	34. 
	Evaluate and monitor customer satisfaction by reviewing customer feedback (e.g., written and verbal communications, survey results, facility performance evaluations (FPE), etc.) and recommend appropriate adjustments in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	35. 
	Evaluate and monitor project/program delivery through the review of internal Division performance reports such as quarterly, annual variance and project reports that measure scope, schedule and budget and recommend appropriate adjustments in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	36. 
	Conduct on-site inspections of various capital outlay projects as necessary to ensure compliance with State, DGS, Division’s policies, procedures and objectives by applying project management knowledge and expertise, utilizing the best industry practices, the current market trends and considerations, political implications, and legislative changes.




	
	PROGRAM MANAGEMENT (continued)

	37. 
	Provide capital outlay project knowledge, expertise and recommendations to the Branch Chief, Executive Office, control agencies, Boards, Commissions, matrix teams, customers, staff, etc. as required on policy and procedure issues to ensure compliance with State, DGS, Division’s policies, procedures and objectives by utilizing the best industry practices, the current market trends and considerations, political implications, and legislative changes.

	38. 
	Act as the Department’s representative to other State departments, control agencies, federal government, local governments, stakeholders, vendors, consultants, and/or the public to resolve issues affecting projects and programs in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	39. 
	Develop, implement and evaluate new or revised programs or initiatives, authorized by the executive, legislative or judicial branches by utilizing best management practices and industry standards while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	40. 
	Assist in the accomplishment of the client mission through execution of their capital outlay program ensuring consistency, efficiency and protection of State interests by utilizing best management practices, industry standards and compliance with State, DGS, Division’s policies, procedures and objectives.

	41. 
	Advocate new administrative policies, goals and initiatives to department, division, branch and client staff while ensuring compliance with applicable state law, regulations, policies and procedures (budget letter, executive order, SAM).

	
	PROBLEM SOLVING

	42. 
	Develop solutions for problems relating to department, division, branch and client programs, procedures, business processes, and/or policies by making responsible risk assessments and developing improved or innovative solutions in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.




image1.png




