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Title changed to Project Manager
(July 2002)
PROJECT MANAGER/AUMTOR

DEFINITION

Under general direction, coordinates. monitors, and evaluates the planning and execution ol all activities
within assigned projects. Working independently, performs a varicty of prolessional level duties and
responsibilities involved in the conduct of management studies and audits. Conduets complex financial cost
and budgetanalyses of current or planned activities, special prajects, and feasibility studies ol new programs
and projects, Participates in special studies and analyses focusing on the development and improvement of
[inancial systems, controls and compliance teehniques, and procedures: develops policies and procedures
toensureadequate internal controls, Makes recommendations regarding improvements in systems, controls,
procedures, orother corrective actions as necessary Lo assistmanagementlo maintaina comprehensive frame
work ol internal controls and ensure efficiency and effectiveness of operations. Assists in implementation
ol audit recommendations and systems design of various city Tunctions and operations as directed. Job
duties may include direction or technical supervision of elerical, technical, and professional sialt,

EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES
Performs surveys of functions and activities in assigned areas 1o determine the nature of operations and the
adequacy of the system of controls to achieve established objectives. Evaluates effectiveness of programs
and determines i appropriate controls and sceurily measures are in place. Determines compliance with
linancial controls and sound management practices and ascertaing the reltability and quality of accounting
and other data developed within the established reporting systems,  Parlicipates and leads stafl in the
developmentand documentation of control procedures, processes, and systems ol internal control. Prepares
and presents writlen reports covering deficiencics, expressing opinions on the adequacy and elTectiveness
ol systems, evaluating the efficiency with which activities are carried out, and providing corrective actions
L improve operations and reduce costs. Develops and implements internal control procedures in response
lo dlisclosed weaknesses. Where deficient or non-existent documentation is disclosed, assists in drafting
systems or procedures manuals,  Researches public policy, legislation, and benchmarking of business
practices which affect City projects and programs. Stays abreast of new trends and innovations in the ficld
ol auditing by completion of required hours of continuing professional education annually.  Makes
presentations 1o management, other public agencies, community groups. and professionals regarding city
processes or citywide activities.

OTHER JOB RELATED DUTIES

Performs other job related duties and responsibilities as required.
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JOB RELATED AND ESSENTIAL QUALIFICATIONS

MINIMUM:

Graduation from an accredited four-year college or university with a Bachelor’s Degree in business
administration. public administration, accounting, or a closelv-related field with five (5) vears of full-time
professional accounting or auditing experience, at least two (2) ol which preferably have been in
covernmental auditing: or an equivalent combination ol education, training, and experience.

Knowledge:  Knowledge of the principles of orpanization; methods of analysis including program
evaluation, operational auditing, financial anditing: cost-benelit analysis; work measurement and
simplification analysis, and organizational development.  Knowledge ol city operations, staffing, fiseal
impact models, budget and financial processes; sound internal controls and general business practices; and
management/operational auditing and fraud analysis and prevention. Knowledge of the application of
general research andanalytical techniques, report writing. data collection, and basic statistical methodology,

Ability to: plan, develop, manage, and promote complex programs and projects of the highest quality:
develop, organize, divect, and participate in activitics relating 1o effective methods of program auditing;
seeure and determine lacts through audit investigations; analyze situations aceurately and adopt elTective

courses ofaction; solve problems by selecting a solution from several possible alternatives or by penerating
or coneeiving new or innovalive ideas or solutions; evaluate internal controls and discuss or sugges
mmprovements where necessary: interpret, apply, and explain laws, codes, policies, and procedures: develop
data tor the preparation ol reports and statements; present ideas and concepts effectively and persuasively
in speaking before groups and communicate clearly and concisely in written reports and correspondence:
pain cooperation ol those being audited in completing the program audits and in implementing
recommendations; cstablish, Toster and maintain positive working relationships with other employees,

ofllicials and the public,
Required Licenses or Cerdificates:
Valid Calitornia Class C driver's license.

DESIRABLE:

supervisory or lead experience; Master’s degree from an aceredited university in business administration,
public administration, accounting, or a closely-reluted field; CPA. CIA, or comparable professional
certification.
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FROJECT MAWAGER (COMMUNITY DEVELOFPMENTY

DEFINITION

This is professicnal, preject management work in comnection with che develapment review
and planning process of private, commercial, industrial and public Facilicies, and
parks and open s coordinates, monitors and evaluates
the pl anning and execucion ol all construction activicics within aszai pned projects,
including financial feasibility studies, communi ty liaison, preliminary nepotiations
with developers, contract preparation and supervision, and marke! ing activities,
contract and constructlen admivistration., Provides management interface activities

o, Undder direction, directs

with the three rh-m-“:p]'.u'l'.-l ll.L'|_:.II'|.l||'|'.|f: to assure coordination of ||:'|“:_,|'1j|_-':rr owncd
pProperty. Work Is reviewed ]:"'r' ronference and -:-ll-l-:'lll‘.:':i-lii aof Feporis,

Assists in preparation of requests for proposal; prejeccs budpet and atafl requirements

and  helps  te escablish objectives, prioviti and  schedules Tor propeans  and

activitios: catablishes and maintaing communications witch organizations, private
business fives, publie apencies and the general publlic to premove and Lacilitate
planning and execution of programs and activities for city projects: coordinates
clforts ol city -:.|-.'-|Z|.".]_'f.IlLk'lI:..'; v Lved i Ll |1l-'|n:|[:|.+', ancl i;r||;||,-||||,-.;||[,'i-: fon ol
ril"-\."l'|-!'|'|'lll'.l."ll-:l,r"J'I.'E'I.":ili]_‘I'...'i::"-lﬂjl iI'!'l.il_il.:l.'[.'I: I'L"L"i.l.'l.\.'.': ;’:i||,' ([l'\-'l,'ll,:!1||||,~:|l;_ .'|'|'-:‘::'|i||'|_'|III'.'|.: ]'l!.'LIII."- i]'l
conjunction with eity planning stall and divects prepavation of veviclons as requived;
conducts prolininary it ol iationg and assists in Final nepotiations wich owners and
developers ol propevties slacted for rehabilitation; prepares documents for action by
Lhe Apency and complgsion, assists In the administration of service contracts bhotween
the city and consultants; conducts special studies and prepares comprehensive reports

on all aspocots of

Lpned programs and activities.

OTHER JOB EELATED DUTTES

Performs other job related ducles and responsibilities as regulred,
JOB RELATED AND ESSENTIAL QUALIFICATIONS

MINTMUM:

Equivalent to graduation from an accredited four-year college or university with a

bachelor’'s degree in architecture, construction management, engineering, or a closely
related field; two (2) wvears of propgressively responsible administrative or analytie
erperience in development or constructlon. Additionsal experience offeving specilic and
substantial preparation for the duties of the position may bhe substituted for the
required education on a year-for-year basis. Experience must include the matagemenl
of comstruction projects, financing, and the supervision or direction of professional
staff,

Bequired Licenses or Certificates

Valid California Class © driver's license.
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Enowledge of: principles, practices and procedures of project management; faderal and
state laws, regulations and procedures concerning development programs; developmont
processing; financing and feasibility analysis; real estate practices; land planning
principles and practices; governmental procedures; principles of economic devealopment
promoticn; principles and practices of public adwinistration including budgeting and
contract adwinistration,

Ability to: plan and coordinate project activities: collect, examine anc interprat
data; prepare comprehenslive reports; identi L} Jndlyvl and  recommend appropr
solutions to various |H.'U'!J].i'-||t.';: communicate effle ively hoth orall voand in writ
cootrdinate mull iple projects; es

ale
ngs
iblish, floster &i:1c| maintain pesitive, harveonious
working relationships with other emnplovees, officials and the public,

') ] 2 5

Master's degrec frem an accredited college or university o public or business
administracvion, economics, .[,.!.,”,l, or related ficld,
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PROJECT MANAGER I (HOUSING)

DEFINITION

Under direction and depending on area of assignment, is responsible for
directing, coordinating, monitoring and evaluating the planning and
execution of all activities within assigned program areas, including
rehabilitation program administration, financial feasibility studies,
community liaison, housing project financing, preliminary negotiations
with developers and building owners, contract preparation and
supervision, and marketing activities, assisting with program
development, creation, and preparation of policies and procedures, and
special activities over and above conventional project management

duties; marketing and communication efforts for the City. Job duties
may include direct or technical supervision of clerical, technical and
professional staff. Performs other Jjob=related duties and
responsibilities as required. Work 1s reviewed by conference and

analysis of reports.
EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES

Administers federal/state/local housing programs and/or redeve Lopment
projects or programs related to area of assignment; conducts prel Lminary
negotiations and assists in final negotiations with owners and
developers ol properties slated for rehabilitation or redevelopment;
assists in the administration of service contracts between the City and
consultants; markets and publicizes a variety of incentives to encourage
housing construction maintenance, generate or attract new housing
capital, advises residents and property owners on the availabili Ly of
public and privately administered housing assistance programs; ensures
that housing development activities comply with city goals, policies and
procedures; administers prograns for infill-housing, historic
restoration, first-time home buyers and multi-family rehabilitation;
supervises targeted code enforcement and neighborhood construction
activities. Conducts special studies and prepares comprehensive reports
on all aspects of assigned programs and activities; conducts economic
and demographic research concerning the city housing and market area;
conducts feasibility studies, demographic vresearch, and compiles
technical data; researches housing and alffordability problems and
prepares a variety of comprehensive reports; assists in preparation of
Requests for Proposal; prepares agendas and other documents for action
by the Agency or City; prepares reports and other materials te assist
management 1in keeping elected officials informed about community issues
and staff responses. Establishes and maintains communication with and
serves as an ongoing informational resource for the public, including
the development community, property owners, private business firms,
public agencies, community organizations and the general public to
promote and facilitate planning and execution of programs and acbivities

(continued)
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within project or program area(s); provides demographic information
about the community to prospective businesses; provides technical
assistance to the City Council, commissions, committees, and higher
level members of management, especially as it relates to economic
development activities and programs; meets with outside agencies and the
public, including local developers, property owners, and citizen groups
to explain city policies and procedures, and goals and objectives;
resolve difficult economic development-related problems and questions;
and coordinate the city's housing assistance efforts including business
workshops, seminars and awards programs; serves as liaison between
targeted neighborhoods (including residents and businesses) and
City/Redevelopment Agency programs and services including code
enforcement, public works, engineering and planning; provides clear and
accurate information to citizens; organizes and facilitates public
meetings and workshops; establishes and maintains networks of citizen
and merchant contacts; assists management and elected officials in
responding to citizen inguiries; coordinates efforts of City departments
involved in the planning and implementation of redevelopment
projects/housing programs; makes presentations to general public,
department heads and City officials,

OTHER _JOB RELATED DUTIES

Performs other job related duties and responsibilities as required.
JOB _RELATED AND ESSENTIAL QUALIFICATIONS

MINIMUM:

Graduation from an accredited four year college or university with a
bachelor's degree 1in urban planning, advertising, marketing, public
relations, mass communications, public or business administration,
government, economics or directly related field; three (3) vyears of
full-time, professional administrative or analytical experience in
redevelopment, economic development, community development, or urban
planning, which included project management or program deve lopment ;
(additional professional experience may he substituted for the regquired
education on a year for year basis up to 4 years); additional education
in economics, business or public administration, or finance beyond a
bachelor's degree may substitute for up to one year of the regquired
experience on the basis of 30 semester units being equal to one (1) year
of experience).

Enowledge: EKnowledge of redevelopment laws and/or Community Development
Block Grant and Home requirements; knowledge of the principles,
practices and techniques of effective supervision; knowledge of
marketing strategies and techniques; knowledge of development financing
feasibility analysis, market feasibility analysis, pro forma analysis;
housing redevelopment project management, techniques of negotiation,
contract negotiation and adwinistration, real estate practices,
governmental procedures, supervision, effective interdepartmental

{continued)
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coordination; knowledge of research methods related to economic
development; knowledge of issues related to older downtown
neighborhoods.

Skills: Excellent oral and written communications skills.

ability to: plan and coordinate project/program activities including
monitoring legislation related to area of assignment for project and/or
program compliance; facilitate group consensus building and work in
collaboration with other City departments, local organizations, and
other jurisdictions; communicate effectively orally and in writing with
the business community, contractors, developers, owners, and the general
public, including excellent public speaking skills; use a personal
computer in the perfermance of job duties; supervise the work of other
employees; establish, foster and maintain positive, harmonious working
relationships with other employees, officials and the public.

Special Requirements or Certificates: Valid California Class C driver's
license.

DESIRABLE:

Master's degree in related field; ability to speak and write Spanish;
experience and success in recruiting developers to older downtown
districts; knowledge of and experience in dealing with low and moderate
income housing issues and requirements under California redevelopment
laws; experience in the supervision or direction of professional staff;
knowledge of federal and state relocation and acguisition laws.
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PROJECT MANAGER I (REDEVELOPMENT)

DEFINITICH

Under direction and depending on area of assiginent ig responsible for
i \ E

directing, ceordinating, menitering and evaluat ing, the planning and execution af all

activities within assigned program aveas, including financial feasibility studies ,
community liaison, preliminary negotiations wich devilopers, contract preparation and
supervision, and marketing activities, assis |'t'|.'r' with program development and ereacion
and preparvation of program policy and procedures, and special activities over and above
corvventi LERR IS | |'Ij n!'|_| ect ||:_'||:.|;.'I'I.=:||:.=:|l

duties: clcw'i=_u;1||'_-_-llt.' and  dwplementation of economic

development strategies and activities related to business retention and attraction:

marketing and communication efforcs for rhe Agoney; Inberact

Wwith the businecss
CoomnT L L wvoandd iIII:.Jll mexnt I-:ILI'_ O propgram intended ta |:.'||.'||;|_'| buasiness rotont i_|'_,-;_|_| {:‘_.:l:_-“-:;i:”

and veevultment; assiscing with program developnent, and creation and proparation of
propgram policy sl procedures.  Job duties may inelade direcs ar vechndoal superyvision
of clevieal, technlcal and professional stall, Perferms otheor job-ralated daties and

rasponsibilicies as requived, Worlk s reviowed by conlerence and analysis of reports
EXAMPLES OF TMPORTANT AND ESSENTIAL DUTIES

Scdminiaters .'I'l".l.l'l'-ll__.-".:ll.||l.' |||:|l::i|':,_, [P s .|||-:||_.-"Q|j' |'1-1|1-\-;-||,-|>;;|.,-||I Enuic-«.-!:: OF propgrans
related Lo area of assipgrment; condueta E"l"-'| Linbviansy nepotintions and aaai L1 final
nagotiations with owners and developers of propertics slated for rehabilication or
adeve Lopmen

asaists In the adwinistration of seorvice contracts belween the Apcncy and consul Lania:

markets and publici:

S 4 wvariety ol incoentives o |||-||! Broaden the local tax bhase

penerate or attract new capital, increase local business activity, and diversify the
'|"i'-'i1 cconomy; enhances the city's cconomic base through retention, crpansion and

straction of commerce and industry: assisbs exisi ity and new buslinesses in site
selection and acquisition; adviscs prospective buginesses on the availabil Lty of
povernonent cadministorod cconomic assistance programs:

engures  Lhat economic development activities comply with eity poals

, policics and
'_'|;|H"I':|'|||'i'::; .'|.,'.]-l i

ts  City  stafl with  issues  and  developments affec I'.i ng  Lhe
Mountain/northwest arved; provides a source of stafll support to multi-disciplinary
cfforts to deal with neighborhood problems.

Develops amd recommends poals, objectives, policies, procedures: projects budget and
staltf requirements and helps to establish priorities and schedules for programs and
aebivilies) assists with project area develapment and/or propram deve lopment; develops
and lwplements short- and long-rangs

,ocibtywide economic dew

dlepment strategic plans;
assists in the development and lmplementation ol a comnprehensive marketing propgranm
which would include brochures, advertising, videos L-._-.hlblh:;. oto,

Supervises stall and conducts performance evaluations as assipned;
iniciates programs for staff training and development,

Gonducts special studies and prepares conprehensive reports on all aspects ol assipned

wxan
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programs and activitles; conducts economic and demopgraphic research concerning the city
business base and market avea;

conducts feasibility studles, demographic vesearch, and compiles technical data:
researches economic development problens and prepar a variety of conprehensive
reports; assists in ddentifying and determining community retall services, and
merceial and industrial oo

[

eils Az s in preparation of Requests for Proposal ;

prepares apendas and other documents for actlon by the Agency; prepares reports and

ther materials Lo assist management in keeping elected officials informed about
community issues and staff vesponses.

Batahlishes and malotalns communication with and serves as an cnpoing informaticnal
resource for the public, including the development communi by, preperty owners, private
business [ rina J.llll.l.: i .'-|.;'.H['|I'I-I‘.=:: cammand 1'_',-' i:l'ﬂ.‘-l]i zations and the ;--:.l!l':l.':'-.:l! l)ll]lt ic Lo
promote and facilitate planning and execution of programs and activities within project
or program ares(s); provides t|~"|l'f:|_l’.'_'1.':4|'lt|i.i‘ inlovmation about the commuanilty Lo ]]]'{Jr:]‘:{':r'1"i\,'.’-
businesses, provides technical assistance to the City Council commissions, comnlbbess,
and higher level wembers ol manapenent especially as it relates Lo economic

levelopment activities s programs; meets with outside agencies ol che pulil ie

[
i.ltl||lllil':;’_, Larean ] :ll"."l'|l>|!-l'l.'!, memberas of the busioness comeunl by, and cibizen proups Lo
cxplain civy policies and procedures, amd poals and shijectives) resoalve difficuls
Eoorein e r:||"-.-'|-||"|E'|I:I|".'I-. relaced ||'|'-:|!||.-||"-: Al NS fons ol convdinate e clty's business

aggintance elforvs including business workshops, seminars and awasds programs; serve:

i1

as Lisison between cavpoerod nedghbocvhoods Cinelouding regideoncys and businesses) and

City/Redeovalapment Agency proerams and serviees inelwling code enbFarcoment, public
W . h A £ i

worls, engincoring and planning; provides olear sl secnvate infoermation to ofl TS

crgandses and fTacilicaves public mecting:

and woerkshops; establishes acd wmaincalns
notworks of citizon and werchont contae s, assisls panagement and eleeced ol Ticials in
regponding to citizen inguivies; coovdinates elforts of City departments invelved in
Che planmiog  and fwplewentation o vedevelopnent projects/onsing pragrams; maloes

prosentations to peneral public, department heads and Gity ofPicials.

OTHER JOB RELAT

DUTIES

Performs other job related dutics and respunsibilities as required,

MINIMUM:

Graduation from an aceredited four voar ool lepe or university with a bachelor's depree
i urban planning

coadvertising, wmarkebing, public relations, mass communications,

public or business administration, goveriment, cconemics or direct Ly related field;
Chree (3) years of Full-cime, prolessional administirative or analytical cEperience in
redevelopment | econonle development, commun it v odevelopment, or urban planning, which
included project management or progran developnent; (additional professional expelrience

way be substituted for the required education oo a vear For year has

5 oup Lo 4 years),
additicnal education in economics, business or public adninlstration, or finance beyvond
a bachelor's degree may substitute for up to cne year of the required experience on the
basia of 30 semester units belng equal to one (1) year of experience:

valid California Class © dreiver's liceanse,

{continued)
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Enowledges: Knowledpge of vedevelopuent laws and/or Comounicy Development Block Grant
and HOME requirements; krnowledge of Lthe principles, practices and techniques aof
effective supervision; knowledge of local economic development markecing and business
attraction stratepgies and techniques; koowled

ol business outveach, marketing znd

business retention strategies; knowledge of development financing feasibility analysis,

market Feasibility analysis pro  forma  analysis; knowledps of  economic

el ] apnETL FSradeveal apment laws aned :k'!-.:'.llil Clonas, ccononio dewve] e r.-"|:i--|;’,.;-u.:-? onment

project management, techniques of nepgotiscion, contract nepotiation and adminizscraci o,

el eslalte wactices oo rTe T al rocedures nupErviLalon offecnive
r [: ] L]

1

interdepartinental coovdination; bnowledpe of rvescarch mathods related te cconomic

development: lknowl edge ol issues related o older downtown central business districts,
Skills: Excellent oval and written communications skills.

Ability to: plar and cocvdinate project/program activities including monitoring

lepislation relaced to area ef assignment For project and/or program compliance;
facilitate group consensus  building and work in collaboration with other City

depavtments, local organizations, and other jurlsdicciens; communicate effectively
-.I_".'|.I.|"_." anil jII '.-.'!'E[.E!Ij'__ '.-.l- ::| l|'||- |!II‘-ii|'_|':‘l:! :'-.IIIII':‘:I'Ili-l';,-'. l.'l..l|'||:"|'."n;l.'{l.|j'::I |||,"\\.-|,'||,:|1u,-|':;I [STUANTEN R anl

e peneral publie, ineluding ecxcellont publis apeaking slkilla: uae o |H-|':-:|:r|.'|: COmpuaer

in the perloernance of job duties: suporviae the work of othor :-||||:||:--_.r|-.'~.".; catablich,

Foster and maintain pesicive, harmonious working relationships with other emplovees

officiala and the public,
DESTRABLE :

Master's depree in velated field; abilicy to spesk and write Spanishy

1 I'f':|:|'|'il.".|l.;|' anil
success in recruicing businesses to older downtown distriets, packaping Small Buasiness

Administration (SBA) loans or Todostrial Develepsent bonds fer Eeonomie Derwree Lospine il

assignment; knowledge of and cxperience in dealing with low and moderate income howsing
Lasues  andd vegquirecments ander California el Lopmen Lawsy  cxpericnce in the

supervision or direction of professional scall: Erowledpe ol Dederal oo state

rolocation and ll'li' 1eion laws




