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AGENDA ITEM BACKUP SHEET

April 26, 2011
Board Meeting
TITLE: Approval of New Job Description: Construction Administration
Technician
ITEM: Action w
SUBMITTED BY: Juan M. LopezjAssociate Superintendent, Human Resources
PREPARED: Art Jimenez, Director, Human Resources

BACKGROUND INFORMATION:
The purpose of this agenda is to seek Board approval of the new job description: Construction
Administration Technician. This position will report to the Assistant Superintendent of Facilities

& Governmental Relations. This position is required to assist in the development of plans for
new construction and modernization projects as related to site needs and budget parameters.

This is not an additional position. It will replace the current position of Accounting Technician.

RATIONALE:

This position is essential in monitoring budgets and timelines and ensuring all conditions are met
per contract. Participation is required in District construction related meetings to provide school
project information to division staff and consultants as needed. The position will also be
responsible for gathering information for public and facilities committee meetings and will assist
in the coordination of the bid process. The on-going need for this position is predicated upon
future facilities funding and projects.

SAUSD administration met with CSEA regarding this job description on March 10, 2011, March
31, 2011 and April 12, 2011. The new job description is attached.

FUNDING:

General Fund: Classified Salary Schedule — Grade 40 - $4,389 - $5,600

RECOMMENDATION:

Approve the new job description of Construction Administration Technician.
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SANTA ANA UNIFIED SCHOOL DISTRICT
CONSTRUCTION ADMINISTRATION TECHNICIAN

BASIC FUNCTION:

Under the direction of Assistant Superintendent of Facilities &
Governmental Relations and/or designee, conduct various clerical and
technical construction administration functions related to new
school construction and school facility modernization.

REPRESENTATIVE DUTIES:

Perform a variety of technical functions in support of daily
operations of school facilities construction within the Facilities &

Governmental Relations Division. B

Assist in gathering information for Board items, facilities
committee meetings, public meetings, and preparing letters. E

Participate in project teams to develop plans for new construction
and modernization projects as they relate to site needs and budget
parameters. E

Organize preparation of prequalification documentation for each
project. E

Ensure that each contract meets the requirements of the State School
Facility Program and Board policy in respect to indemnification,
bonding, labor compliance, and qualification. E

Ensure that Requests For Information from contractors are answered
by design professionals in a timely manner. E

Track Potential Change Orders. E
Prepare change order documentation. B

Reconcile construction budget including pay applications based on
percentage of construction completed. E

Prepare and track retention funding for each invoice. E
Monitor consultant charges including additional services requests. E

Monitor budgets and timelines, cost tracking and ensuring all
conditions in the contract are met. E

Track estimates, change orders, work authorizations and invoices. E

Assist in coordinating the bid process. E
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CONSTRUCTION ADMINISTRATION TECHNICIAN (CONTINUEDED)
REPRESENTATIVE DUTIES: (CONTINUEDED)

Track project schedules and timelines using multiple computer
programs. B

Attend construction job meetings at various construction sites. E
Represent District in construction related meetings. E

Provide school project information to other division staff and
consultants as needed. E

Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF':

General methods, procedures, and regulations relating to new
construction/modernization of school facilities;

Principles and methods of typical office administrative procedures
and computer applications to prepare a variety of materials
including, letters, spreadsheets, databases and presentations.

ABILITY TO:

Understand spreadsheets, basic construction drawings, and contracts;
interact with administrators, consultants, and state and local
agencies.

Interpret and apply specific rules, laws, policies and procedures.
Maintain and submit accurate and complete records and reports.
Organize schedules.

Gather and analyze data effectively; draw logical conclusions and
make recommendations.

Communicate effectively both orally and in writing.

Comply with Facilities & Governmental Relations customer service
standards.

Perform the essential functions of the job.

Drive a vehicle to conduct work.

EDUCATION AND EXPERIENCE:
Any combination equivalent to graduation from high school,
coursework and/or training related to school facilities and/or two

(2) years experience in school construction or related field.

License/Certificate Requirement:

Valid California Driver’s License



CONSTRUCTION ADMINISTRATION TECHNICIAN (CONTINUED)
WORKING CONDITIONS:

ENVIRONMENT:

Office, school and construction site environments.
Numerous Interruptions.

Driving a vehicle to conduct work.

PHYSICAL ABILITIES:

Hearing and speaking to accurately exchange information.

Sitting, standing or walking for extended periods of time.

Seeing to read a variety of materials and drive a vehicle.

Lifting or moving objects, normally not exceeding forty (40) pounds.

Reasonable accommodation may be made to enable a person with
disability to perform the essential functions of the job.

Board Approved:
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23.0
AGENDA ITEM BACKUP SHEET
April 26, 2011

Board Meeting

TITLE: Board and Staff Reports/Activities

ITEM: Reports
SUBMITTED BY: Jane A. Rus%erintendem

BACKGROUND INFORMATION:

The purpose of this item is for members of the Board of Education and staff to make
announcements to the community of events and activities within Santa Ana schools and the
community as it relates to student achievement.

RATIONALE:

Members of the Board of Education have requested an item on the Agenda of each Regular
Meeting as an opportunity for announcements.

This item will provide pertinent information to the general public.

FUNDING:

Not Applicable

RECOMMENDATION:

Board members to make announcements of community events and activities within Santa Ana
schools and the community.
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