POSITION CLASSIFICATION QUESTIONNAIRE
FLSA EXEMPT CLASSIFICATIONS


Department: Physical Plant
Incumbent: Vacant
Work Schedule/Location: 7:30-4pm, 
Length of Time in Position: NA
Working Title: Construction Project/Program Manager
Immediate Supervisor/Title: Lee Murray, Director, Physical Plant
Position Summary (briefly describe the general purpose of the position)
Under direction of the Physical Plant Department Director, supervises maintenance, repair and all in-house construction projects in campus facilities/buildings, in support of healthcare, education, and research programs on the UAMS Campus.  Provides direct project management of high priority/profile construction projects.  Schedules and integrates work of in-house construction crew with contractor work on construction projects. 
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)


(30%)  Responsible for professional quality and workmanship in all work performed by assigned staff and or shop personnel.  Must provide clear instructions and training for each employee, including quality control/assurance on all construction and or renovation work.  Quality workmanship is the standard.  Monitors all work in progress in responsible areas to ensure proper permanent, long-term quality of craftsmanship and appropriate communication with customers and other campus departments.  Also, monitors work in progress for conformance with plans and specifications, and to provide resolution of technical problems that arise. 


(15%) Responsible for ensuring all work is performed in compliance with all applicable local, state and federal codes, standards and regulations such as JCAHO and NFPA.  Monitors training programs for employees to ensure regulations, rules, policies and procedures are implemented. 


(45%) Supervises Physical Plant Department Construction Shop and its assigned 30 to 40 employees in the restoration, remodeling, and new minor construction work in facilities/buildings and related mechanical, electrical, plumbing, and building automation systems.  Schedules Construction Shop’s daily work efforts and ensures proper integration of work with that of construction contractors where applicable. Develops all necessary documentation to contract with outside vendors/ contractors to provide support for areas where the Construction Shop is lacking in personnel, skills, or tools/equipment to accomplish assigned tasks.

(2%) Responsible for establishing  long, and short-term goals for self and employees and subsequent development of plans and procedures to achieve them. 

(1%) Ensures the proper training and wear/use of appropriate safety equipment and clothing for staff in responsible areas. 

(1%) Uses sound hiring practices, including prewritten interview questions, always calling references, consulting with Human Resources officers as needed, and complies with all hiring and Affirmative Action policies and procedures. 

(1%) Ensures maintenance of performance records on each employee that clearly supports annual performance evaluations scores. 

(5%) Prepares budget for areas of responsibilities  (shop and associated employees) to be included in the overall Physical Plant Department budget. 

Position Supervises/Leads
Direct: Supervises 2 Construction Project Managers/Supervisors. 
Indirect: Supervises entire Physical Plant In-House Construction crew of 30 to 40 personnel in electrical, plumbing, carpentry/masonry, mechanical and painting work. 
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Budget Responsibility:  

 Responsible for preparing budgets (including materials, parts, tools, and labor) for each in-house renovation and or construction project.  Must ensure all work remains within budget constraints.  Also, provides Construction Shop annual budget for inclusion in the overall Physical Plant Department budget. 



Problem Solving/Accountability/Independence:  

 Given general guidelines by the Director Physical Plant, this position is responsible for the timely, accurate and cost effective completion of all work assignments in areas of responsibility.  High level of independent problem solving and accountability required of this position. 


Interaction:

 Interfaces with department heads, vendors, UAMS department employees, external engineers and architects, JCAHO officials, etc.. 

Essential Physical Requirements: 

Bending  (10%) Standing  (10%) Walking  (50%) Eyesight  (100%)
Hearing  (100%) Driving  (10%) Speaking  (100%) Repetitious Movement  (15%)
Lifting, weight lifted (0%)

Exposure To Harsh or Extreme Conditions:

None 

Equipment Used in Position (type and percent time)

Personal Computer: 75 %         Phone: 15%         Technical testing equipment: 5 %

Various other office equipment: 5% 

Minimum Qualifications:

Baccalaureate Degree, Major:  Engineering, Construction Management, or related field.  Will accept appropriate experience in lieu of education.

Work Experience:  Five years experience in facility construction management or facility maintenance, preferably in healthcare, including three years experience in a supervisory capacity. Prefer a licensed in plumber, electrician or HVAC.
Other: 
Office automation software experience highly desired


I have participated in the review of my job and agree with the above description.
Yes______No______Comments_______________________________________________________________________________
Required Signature_______________________________Date_____________________________________________________

As supervisor of this position; I have participated in the review and agree with the above description.
Yes______No______Comments_______________________________________________________________________________
Required Signature_______________________________Date_____________________________________________________


