ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT

POSITION:

FACILITIES DEVELOPMENT TECHNICIAN I – D.O.

CLASS DEFINITION:
Under the direction of the Assistant Superintendent – Administrative Services, assist in planning, coordination, and carrying out the growth plan of the District and perform related duties as assigned.

DUTIES AND RESPONSIBILITIES:
1.
Prepares and maintains reports regarding state building fund projects using accounting program software with knowledge of current requirements and regulations regarding the State School Facility Program.

2.
Prepares and maintains reports for the Citizen’s Oversight Committee regarding General Obligation Bond proceeds when required.

3.
Prepares and maintains payment disbursements and reports relating to the District’s project funding portfolio including Developer Fees, RDA funds, C.O.P. funds, G. O. bond funds, State Building Program funds, and any other Board approved project funding sources.

4.
Manages and monitors project schedules, progress payments and costs.  Interacts with contractor’s bank to implement escrow in lieu of retention accounts when appropriate.

5.
Manages multiple projects as defined including bidding, legal advertising, contract preparation and oversight, bonding requirements, permit coordination, invoices, preparation of meeting minutes, monitoring certified payroll records, contractor charge backs, scheduling, structuring project closeout protocols, and other duties related to administration and coordination of construction projects.

6.
Works with local utility, city and state agencies to ensure that all permits, fees and appropriate filings are in place prior to construction or District occupancy of completed projects.

7.
Maintains records on all general contractor and subcontractor RFI’s and Change Orders to ensure that parties involved are appropriately insured in compliance with the Public Contract Code.

8.
Provides move-in information and schedules delivery of furniture and equipment in coordination with the District’s buyers to ensure occupancy by students and staff when scheduled.  Assists in the preparation of interim facilities as needed for both  new construction and modernization for temporary housing of students and staff.

9.
Prepares Close Out Packages, including filing of Notice of Completion, and monitors potential liens against all projects.

10.
Monitors Labor Compliance Oversight on all state funded projects and interacts with laborers’ unions and the Department of Industrial Relations.

11.
Provides project information/data to the District’s legal counsel regarding District contract disputes and property negotiations when directed.

12.
Works with various consultants, architects, inspectors, construction management firms, and state agencies as appropriate.

13.
Performs other duties as assigned.

DSESIRABLE QUALIFICATIONS:
EXPERIENCE:
Minimum three (3) years experience in clerical office and accounting work, preferably in planning, engineering, or related field.  Education beyond high school may be substituted on a year-for-year basis.

EDUCATION:
Completion of 12th grade or equivalent.

ABILITY TO:
Operate computer including document creation and an ability to organize and format financial data, word processing, work independently without direct supervision, work with public and the construction/development community.

REQUIRED TO:
Hold and maintain a valid California Motor Vehicle Operator’s License and a driving record satisfactory to the District’s insurance company.

SUPERVISION OVER:
None

SUPERVISION FROM:
Assistant Superintendent – Administrative Services

