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POSITION

DESCRIPTION

OHIO DEPARTMENT OF
ADMINISTRATIVE SERVICES

IOO-IOOE
AGENCY

Department of Administrative Services

DIVISION OR INSTITUTION
General Services Division

UNIT OR CFFICE
State Architect's Office

POSITION NUMBER

JOB CODE TIiTLE
Project Manager 2

JOB CODE

20005545

63382

D State Agency I_—_l County Agency [:] New Position

D4 change

County of Employment:
Franklin

USUAL WORKING TITLE OF POSITION
Project Management Services Manager

POSITICN NO. AND TITLE OF IMMEDIATE SUPERVISOR
200056519 Deputy Director 5

NORMAL WORKING HOURS (Explain unusual or rotating shift)

8:00a.m. - 5:00 p.m.
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JOB DESCRIPTION AND WORKER CHARACTERISTICS

%

Job Duties in Order of Importance

Minimum Acceptable Characteristics

60

29

Manages assigned statewide architectural project(s), within State
Architect’s Office {SAQ), affecting planning, design, bidding &
construction of state & community owned capital improvement
projects: facilitates communication & decision-making on project
issues among project management staff, client segment teams,
SAO senior staff, SAO executive staff, executives from agencies
& institutions; establishes & maintaing project management proc-
esses & procedures; responsible for feading project management
staff in managing project scope, budget, schedule, & quality as-
surance/control; manage implementation of QAKS-CI on pro-
jeets; directs risk management & dispute resolution programs;
interprets federal & state laws & regulations to ensure compli-
ance; reviews & approves change orders; represents SAC at pub-
lic meetings; acts for State Architect during absences.

Participates in business strategy of SAC: assists in strategic plan-
ning; participates in defining SAO goals & objectives; develops
& Jor reviews & executes statewide programs & policies for
SAQ; reviews facility master plan changes, developments design
standards, updates contracting standards; revises customer guid-
ance documents; selects & negotiates professional services.

Knowledge of (1) architecture, engineering or con-
struction law; {(2) budgeting; (3) project management;
(4) management & supervision; (5) governmen-
tal/public construction projects; (6) public relations;
(7) agency policies & procedures*; (8} government
structure & processes®; (9) contract law; (10) con-
struction & project management life cycle method-
ologies.

Skill in (1 1) operation of computer hardware of asso-
ciated software (e.g., Microsoft Word, Excel, Access
PowerPoint, OAKS*).

Ability to (12) deal with many variables & determine
specific action; (13) understand manuals & verbal
instructions, technical in nature; (14) prepare mean-
ingful, concise & accurate technical reports; (15) pre-
pare contracts; (16) handle routine & sensitive in-
quires from & contacts with consultants/contractors &
other government representatives; (17) prepare &
deliver speeches before specialized andiences & gen-
eral public.

Knowledge of 1, 3, 4, 5, 6, 7%, 8%, 9, 10

Skillin 11

Ability to 12, 14, (18) originate &/or edit articles for
publication.

* developed after employment.

List Position Numbers and Class Titles of Positions Directly Supervised;
20005551 Architect
20005555 Architect
20005548 Architect
20005550 Account Examiner 3
2000554% Account Examiner 3

20005527 Faciiities Planner
20005528 Facilities Planner
20005579 Facilities Planner
20005530 Facilities Planner

SIGNATURE OF AGENCY REPRESENTATIVE

DATE
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AGENCY

P 0 S ITI O N OHIO DEPARTMENT OF Department of Administrative Services
ADMINISTRATIVE SERVICES | DIVISION OR INSTITUTION

DESCRIPTION

General Services Division
UNIT OR OFFICE
State Architect's Office

T

,
Y
_

A

el

o

CLp

[:I State Agency I:l County Agency I:l New Position [Z] Change

Cotinty of Employment:
Franklin

USUAL WORKING TITLE OF POSITION

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR

quests.

JOB CODE TITLE
Project Manager 2

This position is overtime exempt.

tors & balances workload of project management staff; prepares
performance evaluations; completes corrective counseling & dis-
cipline; reviews & approves timesheets, overtime & leave re-

g Project Management Services Manager 20005519 Deputy Director 5

Z o | NORMAL WORKING HOURS (Explain unusual or rotating shift)

Zw 8:00 a.m. - 5:00 p.m. Page 2 of 2
g § JOB DESCRIPTION AND WORKER CHARACTERISTICS

EX L% Job Duties in Order of Importance Minimum Acceptable Characteristics

g 20 | Supervises project management services staff & professional ser- | Knowledge of 3, 4, (19) workforce planning; (20)
R vice consultants: recruits & trains staff; assigns projects; moni- training & development; (21) human relations.

Position Specific Minimum Qualifications:

3 yrs. trg. or exp. in management of governmen-
tal/public construction projects;

2 yrs. trg. or exp. in management & supervision of
professional staff in design & construction.

* developed after employment.

20005549 Account Examiner 3

g List Pesition Numbers and Class Titles of Positions Directly Supervised: SIGNATIIRE OF AGENCY REPRESENTATIVE DATE
8 % 20005551 Architect 20005527 Facitities Planner
o Q 20005555 Architect 20005528 Facilities Planner
O N F 20005548 Architect 20005579 Facilities Planner
= 20065550 Account Examiner 3 20005530 Facilities Planmer




