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Project Manager

Updated:  3/17/2010	
			FLSA:  Exempt
			Dept or Office: Facilities Design and Construction  

Summary Description
Plans, implements, and coordinates design and construction activities affecting university facilities and grounds on main campus and extended campus. 

Responsibilities & Duties
· Performs drafting services, surveying assistance, and management of drawing files. 
· Assists with development of plans and specifications for construction and renovation projects coordinated by university staff.
· Assist in representing the university in coordinating capital construction projects and renovations.
· Communicates, both verbally and in writing, with all representatives involved in construction projects.
· Assist with preparation of specifications for material and equipment purchase being utilized in construction.
· Assists in inspecting construction/renovation activities for compliance with applicable codes and standards and for compliance with specifications and addresses any deviations from codes, standards and specifications with the contractor through the applicable chain of command.
· Assist in maintaining campus master utility plan and other record drawings to include updating as required and coordination with appropriate shop trades as to accuracy. 
· Assist in assessing maintenance, renovations and upgrading needs of university facilities. 
· Perform other duties as assigned by the Assistant Director of Director of Facilities & Construction.

Requirements – Education and experience
· Bachelor’s degree in Engineering Technology, Construction Technology or Architectural/Engineering Drafting. 
· Three years experience in the field of engineering or construction.
· Must be able to prepare construction plans, specifications and material take-offs.
· Must have good drafting skills.
· Must be knowledgeable of applicable construction codes and standards.


Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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