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Job Description

Job Description

Senior Planning Specialist

	TITLE:
	Senior Planning Specialist (Community Development)

	JOB CODE:  
	155

	FLSA:
	Non-Exempt

	PREPARED:
	November 2004
	UPDATED: 
	January 2012


Summary:  Under general supervision of the Community Development Block Grant (CDBG) Program Manager, is responsible for completing Environmental Review Reports for each project; compliance with Federal Labor Standards Act (FLSA) during construction project; and maintaining project files.  More specifically: Conducts investigations of contractors to ensure that employment practices comply with all applicable local, state, and federal labor standards and environmental requirements and regulations on all CDBG projects.  Initiates and gathers documentation to complete environmental review reports. Assists in preparing the bid document; reviews document for conformity with state and federal regulations, applicable wage rate decisions, and environmental requirements; prepares bid documents for state approval; and prepares advertisements for solicitation of bids.  Coordinates engineers/architects, contractors, and communities regarding environmental surveys and permits requirements. Conducts labor standards and environmental requirements training during pre-construction conferences.  Conducts labor standards training of contractors’ staff.  Prepares and maintains grant records for participating communities and SEAGO, including contractors’ payrolls, to ensure compliance with state and federal requirements.  Ensures contractors’ compliance with the FLSA; investigates all non-compliance issues and prepares reports to Department of Labor.  Compiles progress information and documents for state reporting.  Acts as Liaison between communities, contractors, and the state regarding environmental and labor standards issues, and also between communities and auditors regarding labor standards issues.  Trains community staff in environmental and labor standards compliance as needed.  Responds to all requests for job specific information and reports such to the Program Manager.
Essential Job Functions:  The list that follows is not intended as a comprehensive list; it is intended to provide a representative summary of the major duties and responsibilities.  Incumbent(s) may not be required to perform all duties listed, and may be required to perform additional, position-specific tasks.

Environmental Review Reports (ERRs)
· Prepares the ERRs for each CDBG project; determines whether the project is located in a floodplain; prepares and publishes notices to the public of projects located in floodplains; coordinates with federal, state and local agencies, providing maps and descriptions of the project; gathers comments from these agencies and prepares the ERR to the state; prepares and publishes the public notice of the report and the determination; after appropriate comment period, requests the release of  funds for each project from the state.  Prepares an Environmental Conditions insert for inclusion in the Bid Document.
· Coordinates environmental surveys and permits with engineer/architect, contractors, and communities for submission to appropriate agencies.
· Provides frequent status reports to the Program Manager.
Labor Standards
· Researches Davis-Bacon Wage Rate Decisions from the U.S. Department of Labor and obtains approval from ADOH for use in the bid document.  Updates these determinations as changes and modifications occur during the bidding phase. Updates the Compliance Bid Document for each CDBG project, including the most current labor standards requirements and wage rate determinations, and provides them to architect or engineer for inclusion in the construction bid document.
· Reviews the draft construction bid document when received from the architect/engineer, prepares the desk monitoring form and tabs the document for state review and approval.
· Prepares and publishes invitations/requests for bids, and provides copies directly to contractors on the bidders list.  Follows up with obtaining publishing affidavits.
· Prepares and conducts CDBG labor standards and environmental requirements training of contractors and payroll staff during pre-construction conferences. Completes and provides the state construction status report for each project.
· Monitors project job sites and conducts on-site interviews with contractors’ employees.  Completes the on-site monitoring form. 
· Reviews and certifies all contractors’ payrolls by comparing on-site interviews and wage rate determinations documents to ensure proper compensation is being provided; investigates discrepancies and works with contractors regarding job classifications and payment discrepancies; compiles non-compliance information for reporting to DOL; works with communities regarding non-compliance issues and non-payment to contractors until compliance is met.
· Completes the business opportunity report for inclusion in the project close-out report.
· Ensures projects are in compliance with applicable federal and state regulations and requirements; and investigates and documents any instances of non-compliance.

· Provides frequent status reports to the Program Manager.
Files

· Establishes and maintains grant management files for participating communities and SEAGO; ensures that files are complete and meet state requirements on a weekly basis; represents the communities during the state audit; provides the state with information requested during their on-site audit.

Other

· Edits and maintains various CDBG documents as needed.
· Assists with preparation of final grant application packets.
· Responds to environmental and labor standards questions related to projects from the state, other agencies, and the communities.
· Provides training to communities’ staff on labor standards and environmental reporting as needed.

· Assists with compiling TAAP charges and billings.
· Performs other related duties as assigned.

Required Knowledge and Skills:

· Knowledge of applicable federal, state, local laws, regulations, and policies and procedures. 

· Knowledge of SEAGO operations, policies, and procedures.
· Knowledge of basic research and planning methods and techniques.

· Knowledge of the principles and practices of procurement.
· Skill in preparing and maintaining complete and accurate records.

· Skill in the use of a personal computer and standard business software.

· Skill in communicating effectively, both orally, and in writing.

· Skill in establishing and maintaining effective working relationships with supervisor, co-workers, contractors, state staff, and with the public in member communities.

· Skill in evaluating problems and recommending solutions.

· Skill in organizing and prioritizing work to meet established deadlines.

Education, Experience, and Certifications:

· Bachelor Degree; or Associate Degree with two years administrative experience; or High School diploma with five years administrative experience; or any combination of education, training, and experience which provides the required knowledge and skills required for this position.

· State of Arizona driver’s license.
Environmental Factors and Conditions/Physical Requirements:

· Work is generally performed in a fast paced office environment with frequent interruptions and irregularities in the work schedule.
· This position requires community work and travelling to and from various community locations and numerous office sites, occasionally requiring overnight stay, therefore the selected individual in this position must have the ability to travel, which may include operating a motor vehicle, using walkways, stairs, and/or elevators. 

· Ability to lift up to 20 pounds. 

· Ability to communicate by voice, use sight, and hearing.  
· No special coordination beyond that used for normal mobility, operation of conventional office equipment, and handling of everyday objects and materials is needed to perform the job satisfactorily.
Equipment and Tools Utilized:

· Must have access to reliable transportation and ability to demonstrate proof of vehicle insurance.

· Equipment utilized includes computerized and conventional office equipment.
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