CITY OF REDWOOD CITY
CAPITAL IMPROVEMENT PROGRAM (CIP) MANAGER

DEFINITION

Under general direction, provides fiscal oversight and analysis of capital projects;
serves as the point person and nexus for information and activity related to the
citywide Capital Improvement Program (CIP) and individual capital projects; oversees
development and production of the Five-Year CIP budget document; leads the
decision-making process and collaborates with department heads and staff regarding
capital project prioritization; provides highly complex and responsible support to the
Assistant City Manager of Administrative Services in areas of expertise, and performs
related work as required.

DISTINGUISHING CHARACTERISTICS

This is a professional level position requiring substantial prior project management
work experience. The CIP Manager receives only occasional instruction and is
expected to manage complex projects requiring the use of independent judgment and
initiative. Appointment to this class requires that the employee be performing the full
range of duties for the CIP budget preparation, and provide oversight of capital assets,
revenues, debt issuance and risk management related to the CIP.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Assistant City Manager of Administrative
Services. Exercises lead responsibilities in the decision-making process and
collaboration with department heads and staff regarding capital projects. May
supervise staff, as appropriate.

EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES

1. In collaboration with department heads and related staff, leads the development
and production of the annual Five-Year CIP budget document.

2. Performs annual review and assessment of the Five-year CIP document and
makes recommendations for improvements or changes.

3. Works with Finance Division accounting staff to track budget-to-actual
comparison of CIP projects, including reporting results to executive staff and
following up with departments as needed on corrections, budget transfers, or
related tasks.

4. Monitors CIP budgets in order to identify unused budget amounts in projects that
appear dormant, inactive, or unable to be finished, and with input from
management, determine actions with unused budget amounts.
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Works with Finance Division accounting staff on mid-year or year-end budget
amendments.

Review and provide input, as necessary, on staff reports regarding capital
projects.

Facilitates the effective flow of communication among the City Manager’s Office,
Finance Division, Public Works Services Department, and individual operating
departments during the annual CIP budget preparation.

Works with Finance Division accounting staff to perform asset inventory to
identify items that are no longer in use or in the City’s possession, and performs
annual additions and deletions to capital assets in collaboration with other
departments.

Leads and coordinates CIP-related meetings.

Tracks Utility Users Tax (UUT) revenue and remains informed of UUT trends and
how much will be available for the CIP including UUT related revenue
enhancements; collaborates with the Revenue Services Manager on UUT fiscal
developments, and coordinates with departments regarding grant-funded
projects.

Ensures necessary accounts are available and used correctly, and expenditures
for grant-funded projects have been recorded completely and accurately;
ensures that grant-funded projects are billed in a timely manner and that accurate
revenue has been recorded, and serves as the Finance contact for granter
agency audits.

Monitors SB1 funding allocations and developments at the state level ensuring
the annual MOE reporting is completed accurately and timely and advising
department heads if required levels of MOE activities are not met and
implications for funding received/to be received.

Serves as a lead manager on the project team for debt issuance for capital
projects.

Collaborates with the Risk Manager and Public Works Services staff in
recommending and implementing actions to reduce the City’s liability over claims
associated with capital infrastructure or capital assets.

As related to the CIP, plans, directs, implements, and evaluates the preparation
and distribution of periodic financial statements, budgets, forecasts and trend
analyses, revenue and expenditure projections, cash management and cash flow
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analyses, and other financial activities in accordance with Generally Accepted
Accounting Principles (GAAP) and Federal, State, and Local laws and policies.

Participates in the development and implementation of policies and priorities, and
develops and standardizes procedures and methods to improve the efficiency
and effectiveness of assigned functions; identifies opportunities for improvement
and makes recommendations related thereto.

Provides information to other City departments and divisions regarding the
policies and procedures of assigned functions; interprets policies and procedures
for departments.

Monitors and analyzes changes in regulations that may affect assigned functions
and operations; recommends and develops changes to department and City
policies and procedures as needed pursuant to changes in regulatory
requirements; implements changes after approval.

Attends and participates in professional group meetings; stays abreast of new
trends and innovations related to the areas of assignment; researches emerging
products and enhancements and their applicability to City needs.

Independently administers assigned programs and projects including
coordinating work with other City departments and divisions as well as regulatory
agencies and external stakeholders.

Receives, investigates, and responds to difficult and sensitive problems and
complaints in a professional manner; identifies and reports findings and takes
necessary corrective action.

Performs other duties as assigned.

JOB RELATED AND ESSENTIAL QUALIFICATIONS

Knowledge of:

Applicable Federal, State, County and local laws, regulatory codes,
ordinances, and organizational policies and procedures relevant to the
assigned areas of responsibility.

Organization and management practices as applied to the development,
analysis, and evaluation of programs and operational needs of the assigned
functions.

Project and/or program management, analytical processes, and report
preparation techniques for construction projects.
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Basic principles and practices of cost benefit analysis, public agency business
writing and budget development, and administration for construction projects.

Capital project terminology, principles and practices.
Budget management and construction economics.

General principles of municipal planning, facility development and project
administration.

Relationships among federal, state and local planning programs.
Public administration and management principles.
Environmental regulations, laws and restrictions.

Recent and on-going developments, current literature, and sources of
information related to the operations of the assigned functions.

Recordkeeping and reporting principles and procedures.

Modern office practices, methods, and computer equipment and applications
related to the work.

English usage, grammar, spelling, vocabulary, and punctuation.

Techniques for effectively representing the City in contacts with governmental
agencies, community groups, and various business, professional, educational,
regulatory, and legislative organizations.

Techniques for providing a high level of customer service by effectively dealing
with the public, vendors, contractors, and City staff.

Ability to:

Interpret, apply, explain, and ensure compliance with Federal, State, and Local
policies, procedures, laws, and regulations pertinent to the assigned areas of
responsibility.

Coordinate and oversee programmatic administrative, budgeting, and fiscal
reporting activities.

Perform responsible and difficult administrative work involving the use of
independent judgment and personal initiative.

Prepare clear and concise reports, correspondence, policies, procedures, and
other written materials.
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Conduct complex research projects, evaluate alternatives, make sound
recommendations, and prepare effective technical staff reports.

Effectively represent the department and the City in meetings with
governmental agencies, community groups, and various businesses,
professional, and regulatory organizations, and in meetings with individuals.

Establish and maintain a variety of filing, recordkeeping, and tracking systems.

Organize and prioritize a variety of projects and multiple tasks in an effective
and timely manner; organize own work, set priorities, and meet critical time
deadlines.

Operate modern office equipment including computer equipment and
specialized software applications programs.

Use English effectively to communicate in person, over the telephone, and in
writing.

Perform accurate and complex mathematical calculations.

Use tact, initiative, prudence, and independent judgment within general policy,
procedural, and legal guidelines.

Communicate clearly, concisely and persuasively both orally and in writing.

Establish, maintain, and foster positive and effective working relationships with
those contacted in the course of work.

Experience and Education Guidelines:

Any combination of experience and training that would likely provide the
required knowledge and abilities is qualifying. A typical way to obtain the
knowledge and abilities would be:

Experience:

Five years of increasingly responsible professional-level experience in
one or more aspects of financial administration, preferably in local
government, which includes at least two years of experience working in
project management in a municipal or similar setting.

Education:
Graduation from an accredited four-year college or university with major

coursework in business administration, finance, accounting, political
science, engineering, construction, or a related field.
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License or Certificate:

Possession of, or ability to obtain, a valid California driver’s license.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office
equipment, including a computer; to operate a motor vehicle and to visit various City
and meeting sites; maintaining physical condition necessary for sitting, bending,
stooping, climbing, walking and standing for prolonged periods of time, occasionally
reaching, pushing and pulling drawers open and closed to retrieve and file information,
vision to read and interpret materials and a computer screen; and hearing and speech
to communicate in person, and over the telephone. Finger dexterity is needed to
access, enter, and retrieve data using a computer keyboard or calculator and to
operate standard office equipment. Employees must possess the ability to lift, carry,
push, and pull materials and objects up to 25 pounds.

ENVIRONMENTAL ELEMENTS

Employees work in an office and field environment with moderate noise levels, varying
temperature conditions, and exposure to dirt, dust, and hazardous construction
environments including uneven terrain, confined spaces, or heights; travel from site to
site.  Employees may interact with upset staff and/or public and private
representatives in interpreting and enforcing departmental and programmatic policies
and procedures.

Effective Date: October 22, 2018
Bargaining Group: Redwood City Management Employees Association
Status: FLSA Exempt
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