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San Jose - Evergreen Community College District
Classified Job Description

Position: Project Coordinator Department: Facilities & Bond Program
Management
Location: District Office Date: 6/13/2018

POSITION PURPOSE

Under the direction of the Director of Facilities and Bond Program Management or assigned
administrator, the Project Coordinator performs a wide range of complex clerical, standard and advanced
office support duties in the management of bond and capital outlay programs. This position coordinates
various communications and activities among the administrator, department staff, vendors, consultants
and the public.

KEY DUTIES AND RESPONSIBILITIES:

1. Perform appropriate administrative and operation support duties for assigned supervisor and
relieve of a variety of technical and administrative details. May provide support to other dept.
managers or staff members.

2. Coordinate as liaison between the dept. and college administrators, faculty, staff, architects,
engineers and other consultants; coordinate activities of the groups in the preparation of project
designs, drawings and specifications.

3. Maintain accurate and detailed calendar of events, due dates, and schedules as they relate to
assigned areas and services to ensure proper tasks and activities occur as scheduled.

4. Prepare meeting agendas, minutes and construction schedule updates from the construction
management consultants as required for Project/Construction Management or Bond Executive
meetings.

5. Assist with onsite coordination of moves for construction project and coordinate between
construction managers, faculty, staff, and purchasing personnel as necessary.

6. Assistin the preparation of departmental reports by gathering, organizing, and summarizing
information from a variety of sources, including the submittals and updates to the California
Community College Chancellor’s Office in the Fusion Database.

7. Track project budget activities and assist in resolving department budget issues and problems.
Coordinate timesheets and monitor expenditures related to bond projects.

8. Maintain and organize the Facility Department network and physical information storage systems;
ensure that all required documents are received and logged into the District records.

9. Update construction communications, keeping information current for the community and the
District as needed.

10. Support vendor outreach efforts in accordance with the Board Policies.

11. Prepare and compose formal correspondence with various agencies, architect firms, college
departments, and the community as required.

12. Perform other related duties as assigned.

EMPLOYMENT STANDARD
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Knowledge of:

1. Modern office methods and equipment including computer terminal and micro-computer usage
and word processing applications.

2. Facilities project and construction management software systems.

3. Record keeping principles and procedures; business accounting and mathematics; acceptable
business and office etiquette.

4. Organization, time management and standard office procedures.
Ability to:
1. Read, interpret, apply and explain District policies, procedures and regulations.
2. Utilize exceptional organizational skills and dealing with ambiguity and change.
3. Establish and review work priorities; work independently and follow through on tasks.

4. Compile information and write reports, business correspondence and procedure manuals using
correct English grammar, spelling, punctuation and vocabulary.

5. Exhibit a strong sense of urgency regarding work and progress of projects.
6. Effectively communicate and interact with persons of diverse backgrounds and abilities.

7. Establish and maintain cooperative working relationships with those contacted during the course
of work.

Experience and Education:

1. An Associate’s degree from an accredited institution, preferably in business, construction
management or related field.

2. Three years of administrative support experience involving heavy public contact and primary
support to an individual or department, preferably in a public sector.

3. Demonstrated sensitivity, knowledge and understanding of the diverse academic, socioeconomic,
gender, cultural, disability, and ethnic back of groups historically underrepresented, and groups
who may have experienced discrimination.

4. Success integrating diversity as appropriate into the major duties outlined in the job description
and in the duties listed in the District’s hiring policy; or demonstrated equivalent transferable skills
to do so.

WORKING CONDITIONS
Environment:
1. Typical office environment

Physical demands:

1. Requires sufficient hand-eye-arm coordination to use a keyboard plus arm/hand movements to
retrieve work materials and operate a variety of general office equipment. Requires visual acuity to
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read words and numbers. Requires auditory ability to carry on conversations over the phone and in
person.

Date Approved: 5/23/17, 6/12/18 (title changed from Bond & Facilities Project Coordinator)
Salary Range: 96
EEO-Category: 2B4 — Secretarial/Clerical
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