City of Fresno E42

CONSTRUCTION COMPLIANCE SPECIALIST

Class Definition

Under supervision, processes and monitors City of Fresno construction contracts and agreements to insure
compliance with insurance, bonding, and performance requirements.

Distinguishing Characteristics

The Congtruction Compliance Specidistisajourney-leve class in which the incumbent processes and monitors
construction contracts and agreements, processes subgtitution of security and bonds, assesses feesfor agreement
adminigration, and conducts follow-up invedtigations to insure and maintain compliance with contract
requirements. This classdiffers from Contract Compliance Officer in that the |atter isa supervisory classinwhich
the incumbent has overal responsibility for managing the City Minority Business Enterprise Program. It differs
from Contract Compliance Specidist in that the incumbent of the latter focuses primarily upon compliance with
federd, Sate, and loca labor laws and fair employment practices.

Typical Tasks
(Theincumbent may not be assigned dl dutieslisted, nor do the examples cover dl dutieswhichmay be assigned.)

Processes, adminigters, and monitors City of Fresno construction contracts and agreements to insure compliance
with bond, insurance, and performance requirements.

Insures compliance with the various requirements of contracts and agreements by initiating correspondence,
tracking agreement time schedul es, processing bonding and security status reports, coordinating withvarious City
departments, processing covenants, liens, preliminary sop notices, stop notices, notices of pending legd action,
and various contract documents.

Performs non-compliance follow-up investigations.

Attends pre-construction mestings and reviews insurance, bonding, and performance requirements with
contractors.

Drafts letters to contractors and devel opers regarding contracts and agreement compliance.
Cdculates agreement adminigtration fees.

Performs related duties as required.
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Knowledge, Abilities and SKkills

Knowledge of government bidding practices.

Knowledge of Federa and State contract laws and requirements.

Knowledge of accounting procedures used for public construction projects.

Knowledge of insurance and bonding requirements on public projects and devel opment agreements.
Ability to prepare and present clear and concise oral and written reports.

Ability to develop and maintan good working relationships with representatives of outsde agencies and
contractors, private developers, and other City departments, and the general public.

Ability to analyze problems and apply sound judgement.

Minimum Qualifications

One year of experience in contract compliance work which emphasized interviewing and investigetion, or two
yearsof advanced journey-leve clerica experience which required the processing of complexlegd, contractud,
or accounting documents.

Necessary Soecial Requirements

Possession of avaid Caifornia Driver/s License a time of appointment.
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