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FINAL ‘EDITED’ TASK LISTING

                                                      CLASS:  CONSTRUCTION SUPERVISOR III

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

	Task #
	Task



	
	Supervision

	1. 
	Recognize, reward, and/or reinforce the efforts and accomplishments of staff and appropriately celebrate employee achievements according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	2. 
	Document employee performance for coaching, counseling, and disciplinary activities using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, etc.) according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	3. 
	Complete employee performance evaluations and probationary reports indicating accomplishments, performance goals, and areas of improvement using standard departmental forms (i.e. Individual Development/Training Plan, Merit Salary Adjustments, etc.) according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	4. 
	Provide coaching to subordinate staff relating to the tasks of the job to improve performance and productivity using interpersonal, mediation and/or supervisory skills according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	5. 
	Resolve disagreements and conflicts between staff members using interpersonal, mediation, facilitation and/or supervisory skills in order to achieve and/or maintain a cohesive, productive staff.

	6. 
	Resolve performance problems by planning and implementing measures using various methods and/or techniques (e.g., counseling memoranda, letters, adverse action, constructive intervention, etc.) to improve employee performance according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	7. 
	Determine the need for appropriate disciplinary action for employees in the work unit to improve employee performance according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	8. 
	Recommend appropriate disciplinary action for employees in the work unit using interpersonal, mediation and/or supervisor skills to improve employee performance according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	9. 
	Apply appropriate disciplinary action to employees in the work unit using various tools and/or methods (e.g., Adverse Action, Counseling Memorandum, etc.) to improve employee performance and/or maintain continuity of completion of work assignments.

	10. 
	Conduct interviews with candidates for employment using interpersonal and/or interviewing skills to determine the appropriateness of candidate qualifications to current job requirements and expectations for job performance.

	11. 
	Conduct reference checks for candidates being considered for hire using various methods of inquiry (e.g., telephone,  fax, e-mail, letters, personal appointments, etc.) to determine the appropriateness and relatedness of prior work experience to current job requirements and performance expectations in the work unit.

	12. 
	Make recommendations to management for hiring selections into the work unit or division in writing using various tools and/or equipment (e.g., computer software, e-mail, telephone, fax, standard forms, etc.) in accordance with established departmental personnel practices and guidelines.

	13. 
	Participate in meetings (i.e., test development, job analysis, qualifications appraisals, performance, and/or written exam panels, etc.) for the hiring of employees serving as a subject matter expert as requested by management.

	14. 
	Interpret provisions of collective bargaining agreements to ensure compliance in the course of supervising represented employees.

	15. 
	Administer provisions of collective bargaining agreements to ensure compliance in the course of supervising represented employees.

	16. 
	Promote departmental mandates in the work place with regard to safety, security, Equal Employment Opportunity (EEO), Americans with Disabilities Act (ADA), and other personnel practices as defined by regulatory agencies and established guidelines/policies using various methods (e.g., staff meetings, training, bulletins, posted notices, e-mail, etc.) in order to ensure a discrimination-free and safe work environment.

	
	Training

	17. 
	Assess training needs of staff to determine the level and type of training needed (i.e., asbestos, code updates, certifications, technical, etc.) for staff development and/or performance enhancement by identifying gaps and/or inconsistencies as required by bargaining units, law, departmental policies and guidelines.

	18. 
	Provide on-the-job training to staff to ensure associated knowledge and skills needed to effectively complete work assignments are addressed to maintain a productive workforce for the completion of assigned projects and/or tasks.

	19. 
	Maintain training records to ensure staff has completed mandated training (i.e., Sexual Harassment Prevention, Cultural Diversity, Defensive Driver Training and New Employee Orientation, etc.) using various record keeping methods (i.e., computer software, file copies, etc.)  to be in compliance with State and departmental/branch requirements.

	
	Administrative

	20. 
	Manage and/or direct the review of construction documents (i.e., plans, specifications, and submittals, etc.) against actual field conditions in order to clarify construction issues through the Request for Information (RFI) and Change Order (CO) process in accordance with construction management standards, contract compliance practices and/or the Branch Policies and Procedures Manual.

	21. 
	Provide technical assistance and/or expertise to professional architectural and engineering staff in order to clarify construction issues through written or verbal correspondence (i.e., letters, memos, e-mail, fax, telephone, in person, etc.) using interpersonal and/or communication skills in accordance with construction management standards, contract compliance practices and/or the Branch Policies and Procedures Manual.

	22. 
	Identify the needs for the procurement of necessary tools and equipment using various methods and/or techniques (e.g., onsite inventory, supply requisitions, inventory records, etc.) as determined by project testing requirements in order assure quality control and contract compliance of assigned projects.

	23. 
	Review and provide comments on project construction schedules through the use of the critical path methodology in order to assure quality control and contract compliance of assigned projects.

	24. 
	Provide technical assistance and/or expertise to managers and/or employees on various and/or sensitive complex matters (i.e., design disputes, change order negotiations, claims, etc.) using interpersonal, mediation and/or communication tools (e.g., e-mail, fax, telephone, conferencing, meetings, memos, etc.) to resolve issues using various construction industry standards and references and/or state laws, rules, regulations and/or departmental policies and guidelines.

	25. 
	Review contract documents (i.e., plans, specifications, correspondence, pay estimates, schedules, submittals, etc.) to resolve project issues in order to assure quality control and contract compliance of assigned projects.

	26. 
	Handle stressful situations in the work place in a professional and tactful manner using interpersonal, mediation and/or coping skills to maintain order and productivity in the workplace acting in accordance with departmental policies and procedures.

	27. 
	Review and/or interpret codes (i.e., Title 24, health and safety, fire, etc.) and/or departmental/branch policies and procedures in order to gain an understanding and appropriately apply to construction matters to assure the quality control and contract compliance of assigned projects.

	28. 
	Travel (including overnight) to and from various statewide locations to review contract documents, work in progress and/or staffing issues using various transportation methods and/or needs (e.g., state or privately-owned vehicle, airlines, hotel accommodations, etc.) as required by project needs.

	29. 
	Monitor and/or review the testing and special inspection requirements using various tools, equipment and/or methods (e.g., submitted certifications, verifications, results, standard forms, etc.) to assure the quality control, contract compliance and/or billing of assigned projects.  

	30. 
	Recommends and/or participates in the development of policies and/or procedures relating to the department/branch using various tools, equipment and/or methods (e.g., e-mail, memos, fax, telephone, meetings) to ensure consistency and conformity with established guidelines, laws, rules and regulations, as needed and/or requested by management.

	31. 
	Monitor and or maintain project inspection budget using various resources (i.e., timelines, inspection hours, etc.) to stay within allocated budget

	32. 
	Approve and monitor employee time and vehicle logs using various tools, equipment and/or methods (i.e., ABMS, PAL, computer software, standard forms, memos, letters, files, etc.) as required by departmental/branch policies and procedures.

	33. 
	Establish and/or maintain project records (i.e., daily diaries, change orders, monthly reports, pay estimates, etc.) using various tools, equipment and/or methods  (i.e., computer software, standard forms, memos, letters, files, etc.) as required by branch policies and procedures.

	34. 
	Plan for the efficient use of personnel and resources using various methods and/or techniques (e.g., personnel records, budgets, strategic plans, business goals and/or objectives, etc.) to complete assigned projects.

	35. 
	Establish performance goals and objectives for the work unit or division using various resources and/or methods  (e.g., departmental strategic plans, budgets, staffing, etc.)  in order to meet project requirements in compliance with department/branch policies, procedures and/or guidelines.

	36. 
	Analyze and evaluate the level of service provided to customers/clients by the work unit or division through various methods and/or resources (i.e., surveys, personal contact, letters, memos, etc.) for customer feedback in order to improve quality of service to the customer.

	37. 
	Involve subordinate employees in planning work activities using various methods and/or techniques (e.g., special assignments, lead responsibilities, etc.) to accomplish project and/or program goals and objectives.

	38. 
	Involve subordinate employees in monitoring timelines and due dates using various methods and/or techniques (e.g., special assignments, lead responsibilities, etc.) for the completion of work assignments and projects.

	39. 
	Involve subordinate employees in identifying resources needed using various methods and/or techniques (e.g., special assignments, lead responsibilities, etc.) to accomplish project or program goals and objectives.

	40. 
	Shift priorities, staff, and/or resources to maximize the productivity and/or effectiveness of the work unit.

	41. 
	Write various reports (i.e., statistical analysis, monthly reports, memos, etc.) using various tools and equipment (i.e., computer software, contract documents, memos, letters, standard forms, etc.) as requested and/or directed by branch/department/agency management, policies and/or guidelines.

	42. 
	Review, prepare and/or approve various project documents (i.e., pay estimates, daily diaries, visitor inspection reports, etc.) using various tools, equipment and/or methods (e.g., computer software, e-mail, fax, telephone, memo, letters, standard forms, etc.) to assure the quality control and contract compliance of assigned projects.

	43. 
	Review and provide comments on project construction schedules through the use of the critical path methodology using various tools and/or equipment (e.g., computer software, e-mail, fax, telephone, memo, letters, standard forms, meetings, etc.)  in order to assure quality control and contract compliance of assigned projects.

	
	Communication

	44. 
	Communicate professionally and effectively both orally and in writing, utilizing tact and interpersonal skills to establish and maintain effective working relationships in all situations.

	45.
	Deliver effective oral presentations to clients, management, and/or employees using interpersonal and/or public speaking skills in order to communicate project status utilizing various tools, equipment, and/or methods (e.g., Power Point, overhead projectors, microphones, pointers, flip charts, diagrams, blue prints, etc.) as appropriate.

	46.
	Organize, initiate and conduct construction meetings (i.e., start meetings, final inspections, etc.) with various groups (i.e., clients, staff, design professionals, contractors, etc.) using construction expertise, interpersonal, facilitator and/or public speaking skills, etc.)  to address project issues in order to assure quality control and contract compliance of assigned projects.

	
	Budgets

	47.
	Track and monitor program/work unit expenditures against approved budgetary allocations through the use of various tools, equipment and/or resources (i.e., ABMS, computer software applications, budgets, inventory records, personnel records, etc.) to ensure projects are and/or will be properly funded for the fiscal year.

	48.
	Track and monitor project expenditures (e.g., construction sites, etc.) against approved budgetary allocations through the use of various tools, equipment and/or resources  (i.e., ABMS, computer software applications, budgets, inventory records, personnel records, etc.) to ensure projects are and/or will be properly funded for the fiscal year.

	49.
	Approve budget expenditures (i.e., vendor invoices, supplies, travel, etc.) using various tools, equipment and/or methods (e.g., computer software, e-mail, fax, telephone, standard forms, memos, letters, etc.) in accordance with established work unit, program, and/or project budget allocations.

	50.
	Monitor and/or maintain project inspection budget (i.e., timelines, inspection hours) using various tools, equipment, resources and/or methods (e.g., computer software, inventory and personnel records, line items, etc.) to stay within allocations and ensure work is completed on time.

	
	Program Management

	51.
	Participate in various meetings (e.g., executive, research, planning, etc.) to provide input into strategic plans using construction and/or program management expertise, interpersonal and communication skills as requested by management.

	52.
	Implement new policies, procedures, business processes, and programs, using various methods and/or techniques (i.e., management memos, administrative orders, executive orders, etc.) for program and/or work unit performance and/or continuity of the business plan.

	53.
	Collaborate and cooperate with other units, sections, and divisions using interpersonal skills and construction expertise to accomplish and/or meet client/customer and/or project business needs. 

	54.
	Read and comprehend reports, memos, manuals, and other job-related materials and documents to determine effect on work unit operations and staff.
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