LAUDERDALE BY-THE-SEA CLASSIFICATION DESCRIPTION

CAPITAL PROJECTS MANAGER

GENERAL DESCRIPTION OF THE CLASSIFICATION

Under the general direction of the Town Manager(TM) or Assistant Town Manager(ATM), the individual
in this position is responsible for the administration and management of multiple capital improvement
projects. The incumbent will exercise considerable independent judgment in order to have the projects
completed on time and within budget. The person holding this position is expected to be action-
oriented and actively managing projects. This position has responsibility for the coordination, oversight
and management of the project(s), including preparing RFPs, bid specifications and contracts, reviewing
and verifying invoices and schedules relating to the capital projects. This position evaluates the work
performed for adherence to Town policies and direction, procedures and applicable regulatory
standards. Performs related work as directed.

EXAMPLES OF WORK PERFORMED:

Facilitates project scope definition, goals and deliverables for review with TM or ATM.
Develops Request for Proposals (RFPs) relating to design of capital projects.

Prepares or reviews bid specifications and manages the bidding process on capital projects from bid
solicitation through contract award.

Tracks project deliverables, assuring adherence to schedules and budget.

Provides quality assurance, ensuring that projects are completed according to plans with permits in
order.

Develops an evaluation and monitoring system and reports project progress.

Manages project change orders and interventions to keep the project on schedule and within budget.
Manages project contracts and reviews and verifies invoices for Town approval.

May be required to present progress reports at Town Commission Meetings.

Provides information and assistance to Town officials and management, other governmental agencies
and the general public.

Performs other related duties as assigned.

REQUIREMENTS

1. Have at least 5 years civil capital project management experience.



2. A combination of government and private sector project management experience preferred.

3. A Bachelor’s Degree from an accredited college in Architecture, Engineering, Construction,
Construction Management or related field is required. A degree in Engineering is preferred, but not
required. Certification as a Project Management Professional (PMP) from the Project Management
Institute is preferred, but not required.

4. Experience administering the requirements of State and Local construction grants is preferred.

KNOWLEDGE, SKILLS AND ABILITIES

Considerable knowledge of the principles, methods and practice of project management to include
problem solving and decision making skills, communication and negotiation skills, as well as conflict
management skills.

Knowledge of local regulatory agency and permitting agency requirements and ability to assist
contractor as liaison for Town as required.

Actively monitor the progress of the projects, evaluating the quality of the project as well as its
adherence to the plans.

Ability to interpret and enforce requirements of governmental permitting agencies and applicable grant
regulations.

Ability to present progress reports concisely and effectively in oral and written form.
Ability to control project budgets, effectively and efficiently.

Ability to establish and maintain effective working relationships with fellow employees, contractors,
other officials, representatives of other governmental agencies, developers and the general public.

PHYSICAL, SENSORY & ENVIRONMENTAL DEMANDS

The tasks described herein require visiting work sites on a regular basis which may include adverse
environmental conditions such as high heat, rain or cold weather. The tasks may include lifting or
bending for inspection purposes. Some tasks require sight, visual perception and discrimination. Some
tasks may require oral communications ability. Other tasks will be primarily sedentary.
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