G ass Code: H98
Cty of Anaheim
Class Specification

l. CLASS TI TLE: CAPI TAL PRQJECTS MANAGER
. DEPARTMENT/ CONTROL CENTER:  Publ i ¢ Wr ks/ Engi neeri ng
I, CLASS DEFI NI TI ON:

To direct, manage, supervise and coordinate the prograns and activities of the Capita

| nprovenent and Fiscal Services Division within the Public Wrks/Engi neering Departnent; to
coordinate assigned activities with other Gty departnents, divisions, and outside agencies;
and to provide highly responsible and conpl ex adm nistrative support to the Director of
Public Wrks/ Gty Engineer

I V. SUPERVI SI ON RECEI VED AND EXERCI SED
Recei ves administrative direction fromthe Director of Public Wrks/ Gty Engi neer
Exerci ses direct supervision over professional, technical and clerical staff.

V. EXAMPLES OF | MPORTANT RESPONSI Bl LI TI ES AND DUTI ES
Responsi bilities and duties nmay include, but are not limted to, the follow ng

Assunme managenent responsibility for all services and activities of the Capital |nprovenent
and Fiscal Services Division including the devel opnent and coordi nati on of the depart nent
annual budget to ensure departnmental goals and objective are acconplished

Manage and participate in the devel opnment and inplenentation of goals, objectives, policies,
and priorities for assigned prograns including capital prograns and project fisca
nmanagenent; reconmend, within Departnental policy, appropriate service and staffing |evels;
recommend and admini ster policies and procedures.

Manage and coordinate the Gty's Capital Inprovenent Program devel op and nonitor project
schedul es; nonitor and naintain departnental fund bal ances to ensure proper cash flow and
availability of funds for capital project requirenments; prepare financial status reports;
oversee the processing of project billings and nai ntenance of appropriate files, records and
docunents for auditors and required agenci es.

Manage and admini ster the department's capital project work plan wthin budgetary
allotnents; plan, direct, coordinate and review the work plan for the Capital | nprovenent
and Fiscal Services Division; meet with staff to identify and resol ve probl ens; assign work
activities, projects and prograns; nonitor work flow, review and eval uate work products,

net hods and procedures.

Provi de responsi ble staff assistance to the Director of Public Wrks/ Gty Engineer
prepare and present staff reports and other necessary correspondence

Conduct a variety of organizational studies, investigations, and operational studies;
recomend nodifications to capital projects prograns, policies, and procedures as
appropriate

Continuously nonitor and evaluate the efficiency and effectiveness of service delivery

net hods and procedures; assess and nonitor work | oad, admi nistrative and support systens,
and internal reporting relationships; identify opportunities for inprovenent and review with
the Public Wrks Director/City Engineer; inplenent inprovenents.

Manage and participate in the devel opnment and administration of the Capital |nprovenent and
Fi scal Services D vision program annual budget; direct the forecast of additional funds
needed for staffing, equipnent, materials and supplies; direct the nonitoring of and approve
expendi tures; direct and inplenent adjustments as necessary.

Sel ect, train, notivate and eval uate Capital Inprovenent and Fiscal Services D vision
personnel ; provide or coordinate staff training; work with enployees to correct
deficiencies; inplenent discipline and term nation procedures.

Serve as liaison between the Capital |nprovenent and Fiscal Services Division and other Gty
departments, elected officials and outside agencies to coordinate and i npl enent policies,
goal s and objectives; explain and justify Capital project and engi neering prograns,

policies and activities; negotiate and resol ve significant and controversial issues.

Performcertain admnistrative duties in the absence of the Public Wrks Director/CGty
Engi neer as assi gned.
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Performrelated duties and responsibilities as required
VI . JOB RELATED QUALI FI CATI ONS:

Experi ence: Extensive and responsi bl e professional |evel experience in the field of
accounting and finance including supervision and devel opnent of professional accounting and
fiscal enployees. Experience in the nmanagerment of a Capital |nprovenent Programis highly
desirabl e

Know edge of: Organization and nmanagenent practices as applied to the analysis and

eval uation of prograns, policies and operational needs; nodern and conpl ex principles and
practices of Capital |nprovenent program devel opnent and admi ni stration; procedures and
construction nmethods in public works projects; recent devel opnents and trends in capita
proj ect scheduling and tracking of appurtenant resources; advanced principles and practices
of fund accounting and munici pal budget preparation and adm nistration; principles of
supervi sion, training and perfornmance eval uation; pertinent Federal, State and | ocal |aws,
codes and regul ati ons.

Ability to: Manage, direct and coordinate the work of managenent, supervisory, professiona
and technical personnel; select, supervise, train and evaluate staff; provide adm nistrative
and professional |eadership and direction to the Capital |nprovenent and Fiscal Services

Di vi sion; devel op, inplenent and adm ni ster goals, objectives and practices for the Capita
| nprovenent and Fiscal Services D vision prograns and services; identify, schedule and
nmanage conpl ex capital inprovement projects; prepare and adm nister |arge and conpl ex
budgets; prepare clear and concise admnistrative and financial reports; analyze probl ens,
identify alternative solutions, project consequences of proposed actions and i npl enent
recomendati ons in support of goals; research, analyze and eval uate new programtechni ques,
net hods and conpl ex reporting procedures; interpret and apply Federal, State and | oca
policies, procedures, |laws and regul ati ons; conmunicate clearly and concisely, both orally
and in witing; establish and maintain effective working relationships with those contacted
in the course of work including a variety of Cty and other governnent officials, comunity
groups and the general public

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an exhaustive
list of all duties, responsibilities and skills required of personnel so classified. A
requirenents are subject to possible nodification to reasonably accomodate individuals with
disabilities.
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