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EDITED TASK LISTING

                                                      CLASS:  PROJECT DIRECTOR II

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

	Task #
	Task



	
	A.  ORGANIZING

	1. 
	Review and evaluate the project scope, budget and schedule to assess and concur with proposed project deliverables.

	2. 
	Develop and manage project files, both electronic and paper, (e.g., accounting correspondence, financial correspondence, design related materials, contract, construction) in order to control project information.

	3. 
	Organize people (e.g., clients, in-house staff, consultants, and general contractors) by creating schedules, scopes of work, contract documents and management plans in order to define their roles and responsibilities (e.g., deliverables and tasks).

	4. 
	Organize project funding by developing and managing project budgets through computerized State accounting systems and standard industry accounting/budget software in order to complete projects within allocated funding.

	5. 
	Prepare project schedules (e.g., programming, design, approvals, bidding, construction, client reviews, own time) using software such as Microsoft Outlook, Excel, Microsoft Project and Primavera in order to track and facilitate the project timeline.

	
	

	
	B.  DESIGN MANAGEMENT 

	6. 
	Write advertisement for Request for Qualifications (RFQ), including project description and consultant qualifications, to obtain design and engineering consultant services for specific projects.

	7. 
	Read, evaluate, and score the qualifications submitted by the RFQ respondent in order to select the most qualified consultants for interviews.

	8. 
	Evaluate and select the most qualified consultants based on their presentation and responses to the questions (developed by the Project Director) during their interview.

	9. 
	Develop the scope of consultant’s work and estimated cost of work (Estimated Value of Services - EVS) to a program/project based on the project’s funds.

	10. 
	Negotiate consultant’s fee based upon the project’s funds, EVS and scope.

	11. 
	Prepare consultant contracts by customizing a standard document, along with supporting exhibits, in order to obtain management and legal approvals to award and execute contract.

	12. 
	Manage consultant contract by monitoring progress, approving progress payments, reviewing and approving deliverables (e.g., plans, specifications, performance specifications and reports), and participating in project meetings to ensure compliance with contract.


	
	C.  COORDINATION OF IN-HOUSE STAFF

	13. 
	Provide professional expertise and services (e.g., programming, scheduling, estimating, design, claims avoidance, space planning) for peer consulting to assist others in the performance of a project.

	14. 
	Define scope of work and write Professional Service Agreements (PSAs) to provide consultant services (e.g., construction inspection, environmental documents, space planning, design services, property acquisition/appraisal, leasing, peer review, energy assessments) to facilitate completion of a project.

	15. 
	Coordinate in-house consultants’ work to facilitate completion of the project and to ensure work is within the parameters of the Professional Service Agreements (PSAs).

	16. 
	Coordinate with legal counsel and/or contract staff in the development, award and execution of various contracts required for the implementation of a project.

	
	

	
	D.  CONSTRUCTION MANAGEMENT (MANAGE BID PROCESS)

	17. 
	Compile bid documents by customizing front-end and Construction Specifications Institute (CSI) Division I of the contract documents and merge consultant documents to specify State requirements for bidding and contract performance.

	18. 
	Compile RFP/design build documents by customizing front-end and Construction Specifications Institute (CSI) Division I of the contract documents and merge consultant documents to specify State requirements for bidding and contract performance.

	19. 
	Prepare documents (e.g., cost estimate, State approval forms, contract documents) to receive Department of Finance (DOF) approval to proceed with bid and/or funding of design/build project.

	20. 
	Write advertisement (including project scope, location, estimated cost and required licenses) for prime construction contractor or design/build team in order to solicit qualified contractors.

	21. 
	Conduct a pre-bid/RFP meeting and on site walk-through with potential contractors 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 submit qualified bids/proposals.

	22. 
	Obtain design consultant responses and prepare addenda in response to bidders’ or design/build team questions to clarify the contract requirements.

	23. 
	Coordinate and prepare State documents (e.g., cost estimates, DOF funding approval forms) in order to award and execute contract.

	24. 
	Respond to bid award protests (e.g., incorrect subcontractor listing, accusation of bid shopping, improper information in bid advertisement, incorrect licenses, equipment specified is too restrictive) and confer with management and legal counsel in order to arrive at an appropriate resolution.


	
	E.  CONSTRUCTION MANAGEMENT (MANAGE CONSTRUCTION PROCESS)

	25. 
	Advertise, negotiate and contract with specialty consultants and in-house staff for ancillary services (e.g., inspections, material testing, and construction management) in order to assure quality control for contractor’s work.

	26. 
	Conduct pre-construction meeting, outlining State and contractor’s roles and responsibilities during construction, in order to clarify the contract requirements.

	27. 
	Prepare and issue Notice to Proceed (NTP) to the contractor to commence construction.

	28. 
	Analyze contractor’s initial cost-loaded construction schedule in order to assure it meets contract requirements.

	29. 
	Lead construction progress meetings, ensure minutes are taken and distributed timely to keep all parties aware of the status of the project.

	30. 
	Lead, monitor and coordinate the construction team and process (e.g., designers, inspectors, construction manager, client, construction contractor) to ensure successful completion of project.

	31. 
	Manage the processing of Requests for Information (RFIs) and submittals to ensure appropriate team members provide appropriate and timely response. 

	32. 
	Review and approve monthly progress payments in accordance with work that is completed to date.

	33. 
	Review and approve payments to local governments, utilities and other entities in accordance with contractual obligations.

	34. 
	Analyze proposed change orders or claims to determine the potential impact to the project (e.g. schedule, budget, deliverables, client programs, moving or lease agreements and performance criteria).

	35. 
	Negotiate proposed change orders or claims to ensure budget compliance and minimize schedule impact.

	36. 
	Authorize change orders or claims in compliance with the terms and conditions of the contract to amend the contract in order to effectively complete the project.

	37. 
	Monitor the construction schedule to ensure adherence to project schedule.  

	38. 
	Prepare and review (with clients, consultants and inspectors) punch list items for contractor resolution in compliance with the contract terms and conditions.

	39. 
	Receive and review operation and maintenance manuals, warranties, service agreements and contractor’s as-built drawings to assure conformance with the contract.

	40. 
	Resolve outstanding contractual items (e.g. contractor claims, final change orders, program issues, commissioning, measurement and verification, and release of retention) to close out construction.

	41. 
	Prepare and file Notice of Completion to closeout the construction.

	42. 
	Authorize final payment in conjunction with the terms and conditions of the contract. 

	43. 
	Prepare final document distribution and archiving plan to conform with records retention requirements.


	
	E.  CONSTRUCTION MANAGEMENT (MANAGE CONSTRUCTION PROCESS)

	44. 
	Participate in any claims resolution after project completion by reviewing and analyzing project records, correspondence, performance and accounting to determine responsibility.

	45. 
	Respond to warranty issues to facilitate appropriate response and resolution from the responsible parties.

	
	

	
	F.  PROJECT ACCOUNTING/FINANCE/COST CONTROL

	46. 
	Develop project budget to plan for project costs, expenditures, and funding.

	47. 
	Enter project budget into appropriate electronic accounting systems to track project costs and expenditures.  

	48. 
	Coordinate approvals of all fiscal documents with the client agency, DOF, and other appropriate agencies to obtain funds for the project.

	49. 
	Prepare accounting documents for project closeout.

	50. 
	Prepare all fund transfer documents (e.g., F-22, F-220, F-221, augmentation requests, 20-day letter) to obtain funding for the project. 

	51. 
	Approve invoices to ensure the delivery of services and/or products in order to authorize payment for service providers.

	52. 
	Prepare loan documents (e.g., PMIB, cash flow projections), including obtaining the necessary approvals, to fund bond-funded projects.

	53. 
	Perform regular reconciliation of the electronic accounting system to track expenditures, monitor the budget, and detect errors.

	
	


	
	G.  BUREAUCRACY MANAGEMENT/POLITICAL MANAGEMENT

	54. 
	Testify at legislative hearings and/or local government public meetings regarding technical project information in order to support the client agency’s desired project.

	55. 
	Provide written information on technical aspects of the project to the Legislature, other state and/or other local government officials in response to inquiries and/or to ensure support of the project.

	56. 
	Meet with the Legislature, other state and/or other local government officials to discuss projects to ensure support of the project.

	57. 
	Provide technical information (e.g., verbal, written, graphic documents, etc.) to reporters at the request of department information officer(s).

	58. 
	Provide advance notice to management of any information regarding project issues that may be problematic or newsworthy.


	
	G.  BUREAUCRACY MANAGEMENT/POLITICAL MANAGEMENT

	59. 
	Prepare reports and documents detailing project activities (i.e., scope, budget and schedule) as required by management, clients, legislation and control agencies for each assigned project.

	
	

	
	H.  CLIENT RELATIONSHIPS/CONFLICT RESOLUTION

	60. 
	Update client on a regular basis regarding budget, scope and schedule issues to keep them informed of progress with the project.

	61. 
	Conduct project meetings (e.g., programming, design, schedule, value engineering and budget) with client and/or consultants to keep the client apprised of the project status including obtaining necessary information and approvals as required.

	62. 
	Mediate conflicts between client factions and/or different agencies to reach mutual agreement and proceed with the project.

	63. 
	Develop at the project’s initiation a management plan that describes the roles and responsibilities of the client, project management and consultants to outline performance expectations of all parties.

	64. 
	Establish and maintain a professional working relationship with the client by representing the client’s interests in all phases of the project.

	65. 
	Prepare and conduct formal presentations to client management and/or their executive staff to inform them about progress or significant events of the project.

	
	

	
	I.  LONG-RANGE PLANNING

	66. 
	Manage consultant- and/or in-house staff-to conduct studies or master plans that culminate in future legislation or inclusion in future Governor’s Budget. 

	67. 
	Provide professional expertise to clients by evaluating programming, budgets, schedule, project phasing, and funding options to be included in studies or master plans for future legislation or inclusion in future Governor’s Budget.


