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                                                      CLASS:  CONSTRUCTION SUPERVISOR II (DSA/SPB)

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



[bookmark: _GoBack]

	1. 
	Indentifies building materials and workmanship to ensure compliance with contract documents, approved submittals, industry standards and code requirements through site visits in accordance with Title 24. 

	2. 
	Analyzes deficiencies of building materials and workmanship to ensure compliance with contract documents, industry standards and code requirements through site visits in accordance with Title 24.

	3. 
	Provides notifications of deficiencies in building materials and workmanship to contractors and design professionals found during site visits for corrective action to comply with contract documents, industry standards and code requirements through site visits in accordance with Title 24.

	4. 
	Serves as resource to District Structural Engineers (DSE) for review of documents for all projects, and with laboratory and special inspector issues as needed to verify that all work is in compliance with contract documents, industry standards and code requirements through site visits in accordance with Title 24

	5. 
	Assists the District Structural Engineers (DSE)  with project closings for class 3 and 4 projects to verify that all work is in compliance with contract documents, industry standards and code requirements through site visits in accordance with Title 24

	6. 
	Communicates in a professional and effective manner with internal and external stakeholders utilizing tact and interpersonal skills to establish and maintain effective working relationships in all situations in accordance with department policies and DGS guidelines.

	7. 

	Completes forms and reports for State-owned and leased facilities, schools and essential services projects using electronic and/or manual processes in order to meet the code mandated responsibilities of Title 24. 

	8. 
	Provides written reports to the design team for the construction feasibility of the project prior to the project being bid to identify and minimize errors, omissions, and code violations using electronic and/or manual processes in accordance with Industry Standards and Title 24.

	9. 
	Reviews construction documents for the construction feasibility of the project prior to the project being bid to identify and minimize errors, omissions, and code violations in accordance with Industry Standards and Title 24.

	10. 
	Reviews specifications and contract documents to provide input to the design team on contract enforceability and claim prevention, prior to the project being bid using construction knowledge and experience to meet project budget and schedule in accordance with Industry Standards.

	11. 
	Reviews contractor schedule to determine compatibility with contract documents for potential claims avoidance, approval, rejection or amendment using scheduling techniques and software in accordance with the general conditions.

	12. 
	Reviews field change documents and change order requests for scope, cost, code, and time for possible modification needed prior to processing, using photos, estimating references, and inspection records in accordance with the general conditions and Title 24.

	13. 
	Consults with Project Manger, Area Supervisor or in-house specialists/staff regarding field change documents and change order requests for scope, cost, code, and time for possible modification needed prior to processing using photos, estimating references, and inspection records in accordance with the general conditions and Title 24.

	14. 
	Reviews contractor “Record Drawings” to ensure the accurate documentation of the locations of installed materials and the work completed on the project using posted construction documents in accordance with the general conditions.

	15. 
	Reviews contract files and logs for submittals, Request for Information (RFIs), memos of concern, deficiency notices, change orders, various testing materials, and contract correspondence by reading appropriate documents in order to ensure quality control in accordance with contract documents.

	16. 
	Reviews project inspector’s semi-monthly reports and testing laboratory reports by reading the submitted reports to ensure construction is in accordance with the approved construction documents and Title 24.

	17. 
	Monitor contractor progress against approved schedule by visually inspecting the work to determine if project is progressing on schedule and to review the monthly progress payment application in accordance with contract documents.

	18. 
	Establish contract files and logs for submittals, RFIs, memos of concern, deficiency notices, change orders, various testing materials, and contract correspondence to ensure quality control in accordance with contract documents.

	19. 
	Maintains contract files and logs for submittals, RFIs, memos of concern, deficiency notices, change orders, testing materials, and contract correspondence using electronic and/or manual processes to ensure quality control in accordance with contract documents.

	20. 
	Verifies compliance with the contract requirements for work site operating procedures in conjunction with the Project Manager, contractor, and using agency via on-site inspections to maintain the safe and efficient operation of the facilities during construction in accordance with contract documents.

	21. 
	Verifies that contractors have submitted warranties, maintenance manuals, operations manuals, and training materials for the operation and maintenance of the facility by reviewing submittals to facilitate project close-out in accordance with contract documents.

	22. 
	Coordinates construction progress meetings with contractor, Project Manager, designers, consultants, and the using agency to discuss project-related issues to clarify expectations, resolve issues, review schedule, etc. via participant input in accordance with contract documents.

	23. 
	Coordinates the work performed by private surveyors, testing laboratories to assess the quality or work performed by the contractor by scheduling on-site visits as needed in accordance with contract documents and Title 24.

	24. 
	Coordinates with the using agency to facilitate the transition from the construction phase to building occupancy and reporting established move dates using verbal communications to effectively meet the Department of General Services (DGS) customer service objectives.

	25. 
	Documents the start-up of equipment with contractors, consultants, building maintenance and operation personnel to ensure the proper operation and maintenance of the building’s mechanical and electrical systems using daily reports in accordance with contract documents.

	26. 
	Prepares a daily report recording all project activities to document progress and to provide an audit trail for claims review, disputes, etc. using electronic and/or manual processes in accordance with Title 24.

	27. 
	Prepares Monthly Project Reports to document project progress for management information regarding project status using electronic process per departmental manual.

	28. 
	Prepares Memorandum of Concern (MOC’s) to notify the Project Management team of issues regarding project functions using electronic process per departmental manual.

	29. 
	Participates in pre-installation meetings with contractors, subcontractors, Project Management team, and using Agency throughout the duration of the project to facilitate project communication and contract compliance by in-person attendance as outlined in the contract documents.

	30. 
	Participates in partnering meetings with the Area Supervisor, Project Manager, Contractor, Subcontractor, and the Construction Manager, using professional experience and knowledge to facilitate communication and coordination on projects as outlined in the contract documents.

	31. 
	Participates in pre-construction meetings with the contractors to review State procedures for inspection requests, progress payments and RFI’s to facilitate communication and coordination on projects as outlined in the contract documents.

	32. 
	Inspects actual soil conditions to ensure that materials are similar to the soils report using visual observation and document in the Inspection Daily Diary report (IDDR) as required by department manual.

	33. 
	Conducts visual inspections, field oversight, and/or observations of completed work and document via field trip notes, IDDR, or other electronic or manual media to ensure quality and compliance with contract documents and Title 24.  

	34. 
	Reports inspection results to contractor and/or Project Manager in order to communicate compliance or noncompliance of work performed using electronic and/or manual process in accordance with contract documents and Title 24. 

	35. 
	Performs final inspection/oversight of project to identify work to be completed or corrected via on-site visit in accordance with contract documents and Title 24.

	36. 
	Prepares final recommendations for project close-out and inspector evaluation documents utilizing department checklists and forms to facilitate close-out as required by Title 24.

	37. 
	Coordinates the inspection of the construction or alteration of one or more major buildings through communications (via electronic or verbal) with mechanical and electrical inspectors in order to assure contract and code compliance through interpretation of and in accordance with contract documents.

	38. 
	Supervises the inspection of the construction or alteration of one or more major buildings through on-site visits and verbal communications with on-site staff in order to assure contract and code compliance through interpretation of and in accordance contract documents and Title 24.

	39. 
	Complies with travel policies that may require one or more nights away from headquarters’ as dictated by the work/project assigned in order to supervise and coordinate the inspection of the work through the use of personal, state or lease vehicle as directed by department policy.

	40. 
	Drives a vehicle to construction sites, from one site to another, and from one area to another area within the state in order to supervise, review, and coordinate the inspection of the work through the use of personal, state or leased vehicle as directed by the supervisor and as required by contract documents and Title 24.

	41. 
	Prepares site visit itineraries for time management and project coverage using in-house reports and/or communications with stakeholders in accordance with site visit scheduling guidelines.

	42. 
	 Responds to stakeholders inquiries pertaining to documents issued by construction supervisor using electronic or manual media to clarify issues and facilitate construction progress as required by department policy.

	43. 
	Informs supervisor/DSE of any potential problems regarding inspector performance or construction activities that may require inspector disciplinary action, issuance of stop-work notification, or may adversely affect certification of construction via verbal or written communication as required by department policy.

	44. 
	Makes decisions related to construction plans and specifications and the adequacy of construction and progress in order to ensure compliance with the contract documents through observation of the work during all phases of the work and in accordance with construction documents, industry standards, and Title 24.

	45. 
	Notifies supervisor when problems are encountered (e.g. unapproved construction document, inspector performance issues or unauthorized construction) through verbal or written communications to provide documentation for notification of noncompliance to stakeholders in accordance with department policy and Title 24.

	46. 
	Prepares close out packages/reports for projects completed in order to process final payment and acceptance/certification of projects by the appropriate state department through the use of electronic or manual media, as directed by contract documents and Title 24.

	47. 
	Consults with design professionals regarding design intent and changes to the contract documents in order to clarify the issues and minimize disputes as well as construction claim issues through verbal and written communication in accordance with generally accepted inspection and field practices.

	48. 
	Directs the taking of tests or sampling of materials to determine and document compliance of the installed materials with the contract through communication (verbal or written) to the testing lab and/or contractor as required by the contract documents and Title 24.

	49. 
	Performs the taking of tests or sampling of materials to determine and document compliance of the installed materials as specified in the contract documents through the use of various testing equipment in accordance with industry testing standards.  

	50. 
	Coordinates the taking of tests or sampling of materials to determine compliance of the installed materials with the contract through the use of various testing equipment in accordance with industry testing standards.  




	51. 
	Provides training to project inspector(s)/construction supervisor(s) to provide knowledge in construction processes, documentation, codes and inspection practices by verbal and written documentation in accordance with industry standards and Title 24.

	52. 
	Provides guidance to project inspector(s)/construction supervisor(s) to provide knowledge in construction processes, documentation, codes and inspection practices by verbal and written documentation in accordance with industry standards and Title 24.

	53. 
	Verifies checks and measurements, lines, and level in order to assure contract compliance through visual and mechanical means at appropriate times during construction as instructed by supervisor.

	54. 
	Prepares a punch list of each milestone of project to produce a list of deficiencies or incomplete work using visual observation and the use of electronic or manual media as required by contract documents and Title 24. 

	55. 
	Requires bending, stooping, kneeing and lifting of materials and/or equipment over 50 pounds, in order to accomplish the various inspection and/or testing tasks utilizing proper tools and safety methods in accordance with safety guidelines and procedures.

	56. 
	Monitors project construction and inspector performance throughout the construction project through project site visits to produce documentation via electronic or manual media as required by supervisor and Title 24.





Shared/Testing/Job Analysis/Initial Task Listing – New 10/31/02
image1.png




