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POSITION TITLE: Construction Project Specialist  DIVISION:  Logistics 
 
WORK YEAR: 12 Months DEPARTMENT:  Construction and Facilities 
 
LOCATION: DSF     SALARY SCHEDULE: Support Services 
 
 
 
 
 
DEFINITION: 
 
The Construction Project Specialist is responsible for coordinating and managing all phases of assigned 
school construction and architectural projects.  Performs job related duties as assigned. 
 
ESSENTIAL FUNCTIONS: 
 
 

1. Serves as the District Representative, from the design through the close-out phase, for specific, 
construction/architectural projects (including major bond and capital); meets with campus personnel, 
architects, construction managers, consultants, contractors and district administrators to coordinate, 
troubleshoot, and problem solve the functions illustrated by, but not limited to, the tasks listed below. 

2. Makes site visitations to obtain pertinent project information and to develop specific project 
requirements for approved project requests. 

3. Reviews and recommends approval of monthly and final pay applications for facilities and major bond 
projects. 

4. Resolves problems concerning projects under construction, reviews correspondence, change orders, 
close out and other documentation, associated with constructions. 

5. Performs final job inspection and prepares punch list of items requiring completion or correction. 

6. Creates and maintains projects files and site information, including floors plans, chart, site plans and 
maps. 

7. Creates project reports as requested. 

8. Reviews and assures American Institute of Architecture (AIA) Standards are followed. 

 
 
 
 
 



POSITION TITLE: Construction Project Specialist 
 
 
 
 
QUALIFICATIONS: 
 

1. High School diploma or GED and additional course work or training in drafting technology or 
architectural design and building construction/facilities is required.  AA degree in a closely related 
field is preferred. 

2. Four years of work experience related to the field of architectural design and building 
construction/facilities is required. 

3. Knowledge of American Institute of Architecture (AIA) Standards. 

4. Skill in reading construction documents and specifications. 

5. Knowledge of the requirements of the Americans with Disabilities Act. 

6. Knowledge of building construction cost estimating procedures and methods. 

7. Knowledge of building construction cost codes, including uniform building code, uniform plumbing 
and mechanical code, national electric code, life safety code, etc. 

8. Ability to adapt to changing work situations and assignments, enforce safe work practices and 
exercise sound judgment. 

9. Effectively demonstrate both oral and written communication skills with staff and other personnel. 

10. Ability to analyze problems, identify alternative solutions, project the consequences of proposed 
actions, and implement recommendations. 

 

 

 
SUPERVISION RECEIVED: 
 
Construction & Facilities Director 
 
 
SUPERVISION GIVEN: 
 
None 
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