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Franklin
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Administrative

NORMAL WORKING HOURS (Explain unusual or rotating shift):

JOB CODE TITLE
Proiect Manager 1

[

Lod 1//7109 ()

cluding all phases of project management related to building operation
activities (e.g., modification, enhancements, new construction) at Riffe
Center for Government & Arts: recommends, develops & implements
required policies & procedures for building operations; plans, directs &
coordinates personnel & fiscal activities for building & parking garage
facility; oversees external contractors; develops & monitors building oper-
ation budgets & approves expenditures; manages building system re-
placements, improvements & new construction activities; recommends,
develops & implements effective goals & metrics for successfully moni-
toring performance of Facilities Operations Team; maintains records &
prepares reports (e.g., Building Equipment Condition & Service Status,
Energy Usage, Project Progress, Quality Assessment); provides direction
as necessary & desirable to other Facility Managers for variety of complex
& technical administrative duties in management & coordination of build-
ing operations (e.g., Building Operations Quality & Condition Assess-
ments, Preventive Maintenance Operations, & Building Operation Stand-
ards, Policies, Procedures & Best Practices); responds to facility operation
concerns & ensures compliance with federal, state & local building regula-
tions & codes; assists in preparation of operating budgets for DAS-
managed facilities & assists in development of capital improvement budg-
ets; oversees & coordinates maintenance & repair of building systems &
components (e.g., heating, ventilating & air conditioning systems, building
water & sewer systems, building electrical systems); recommends, formu-
lates & implements program policies, procedures & training for major
programs (e.g., PERRP/OSHA Health & Safety Program, & Comprehen-
sive Properties & Facilities Management Program which includes Mainte-
nance Operations, Building Systems Inventory, Building Energy-
Conservation & Emergency Coordination & Communications); coordi-
nates management of facility operational functions & assets to maximize
efficiencies& provides direction to contracted maintenance, housekeeping
& security staff regarding daily building operations, maintenance require-
ments, building emergencies & project assignments with deadlines; pro-
vides feedback & follow-up with tenants; has supervisory responsibility
over Governor’s Residence Manager.

FROM:  7:30 a.m. TO:  4:30 p.m. Report in location subject to changg
JOB DESCRIPTION AND WORKER CHARACTERISTICS

% Job Duties in Order of Importance Knowledge, Skills & Abilities

65 | Serves as program manager over assigned projects &/or sub-projects, in- Knowledge of (1) program & project

management; (2) high-rise facility
management (e.g. heating, ventilating
& air conditioning systems, building
water & sewer systems, building elec-
trical systems); (3) workforce planning;
(4) budgeting; (5) supervision princi-
ples; (6) agency policies & proce-
dures*; (7) safety practices & proce-
dures pertaining to maintenance & fa-
cility operations; (8) public relations;
(9) state & federal building regulations
& codes.

Skill in (10) operation of personal
computer & associated hard-
ware/software (e.g. MS Office Suite)
Ability to (11) carry out detailed writ-
ten or oral instructions; (12) evaluate &
negotiate contracts; (13) apply princi-
ples to solve practical everyday prob-
lems; (14) define problems, collect da-
ta, establish facts & draw valid conclu-
sions; (15) use of statistical analysis;
(16) prepare meaningful, concise &
accurate reports; (17) cooperate with
co-workers on group projects; (18) es-
tablish professional & respectful organ-
izational culture; (19) handle sensitive
telephone & face-to-face inquiries &
contacts with public & governmental
officials; (20) develop & implement
policies & procedures.
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JOB DESCRIPTION AND WORKER CHARACTERISTICS

% Job Duties in Order of Importance Knowledge, Skills & Abilities

15 | Defines & manages project requirements: reviews general design doc- Knowledge of 1, 2, 3, 5,6%, 7, 8,19

uments; analyzes & defines risks that may impact projects; defines spe- | Skill in 10

cific activities to be performed to produce project deliverables; ensures | Ability to 11, 13,14, 16,17, 18
scheduled time frames are met; utilizes & monitors computerized Facil-
ities Management Database System for building maintenance, repairs
& preventive maintenance, provides energy usage information in EPA
Portfolio Manager System for State’s Energy Program; recommends,
evaluales, negotiates & manages contracts with respect to building op-

erations.
15 | Coordinates, develops & implements needed manuals & other docu- Knowledge of 2, 3, 5, 6%, 7, 8,9
ments to effectively communicate operational objectives & policy to Skill in 10
tenants, employees, superiors & others (e.g., Facilities Management Ability to 11, 12, 13, 14, 16, 17, 18, 19,

Operations Manual, Emergency Response Policy & Procedure Guide- 20
lines, Building Tenant Handbooks, Health & Safety Manual); coordi-
nates operational functions for capital improvement projects being con-
ducted at DAS-managed buildings.

JOB CODE TITLE
Proiect Manager 1

5 Assists Chief Administrator in planning, directing & administering dai- | Knowledge of 2, 3, 5, 6%, 7, 8,9

ly functions of Facilities Management Section & acts for Chief Admin- | Skill in 10

istrator, during absences: assists Chief Administrator with administra- Ability to 11, 12, 13, 14, 16, 17, 18, 19
tive duties in oversight of operations & contract management, as need-
ed; other duties as assigned.

*developed after employment

List Position Numbers & Job Titles of Positions Directly Supervised: SIGNATURE OF AGENCY REPRESENTATIVE DATE

JOB CODE
63381

See Table of Organization
g (o $elelfee |ulry

ADM 4107 R 10-08 An Equal Opportunity Employer




