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Classification Specification
	

	
	2213100

	
	PROJECT CONTROL OFFICER



Class Summary

This classification assists County project managers and division managers in managing costs in high value and complex contracts for technical/professional staff and/or in construction projects. The Project Control Officer provides guidance and training that helps ensure compliance with executive policies and procedures pertaining to construction and consulting contracts and helps minimize costs to the County. The Project Control Officer assists procurement staff in understanding the role, complications and issues of project and contract management.

Distinguishing Characteristics

This is a single-level classification.  This classification is distinguished from the Construction Projects Control Officer classification in that the Construction Projects Control Officer emphasizes compliance with executive policies, procurement laws and regulations, whereas the Project Control Officer’s role is to minimize unwarranted costs to the County by providing guidance and direction on specific procurement process and guidelines.

Examples of Duties (May vary by position)

1. Develop general and specific guidelines and recommendations for professional staff for all departments on construction planning, negotiation, evaluation and modification of technical and cost issues to ensure clear and cost-effective consulting and construction contracts. 

2. Provide general oversight and in-depth analysis of procurement documents, consultant proposals, cost/price analysis, and negotiation of high value/high profile contracts including significant amendments and change orders.
3. Minimize costs to the County by monitoring significant rises in consultant hourly rates, errors in cost estimates, and duplication of efforts. 

4. Identify potential and existing issues with project scope, terms, deliverables and costs before a contract, amendment or change order is signed.

5. Supervise the evaluation, performance, compliance and training of division project control personnel.

6. Oversee the compliance of County project managers with procurement policies, processes, guidelines and procedures.  Provide leadership, training and support for all departments on the procurement of professional/technical consulting and construction contracts.

7. Develop and revise policies that improve the effectiveness and efficiency of construction projects and contract administration for other departments and agencies. Supervise cost/price analysis.

8. Manage the development of alternative processes, tools and measurements for improved project and contract management.

9. Recommend and implement policies, procedures, processes, and practices that respond to new conditions, laws, codes and/or budget/staff adjustments.
10. Perform other duties as assigned.

Knowledge/Skills (May vary by position)

Knowledge of the principles and practices of office administration and supervision
Skill in managing high value/high profile construction and project management contracts, including consulting contracts 

Skill in developing procurement policy and procedure and project budget development
Skill in identifying and resolving potential and existing issues with project scopes, terms, deliverables, and cost formulas for contracts, amendments and change orders
Skill in developing project management manuals
Knowledge of principles and practices of contract management
Knowledge of principles of customer service and continuous quality improvement
Communications skills (oral and written)

Skill in communicating technical information to a diverse audience
Project management skills, including developing scope, schedule and budget and principles of managing projects through to completion
Conflict resolution and negotiation skills
Skill in establishing and maintaining working relationships with a diverse group of people
Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt

	Levels within same series
	None
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