12-9- 88 | MPROVEMENT BOND COCRDI NATOR, 7199

Summary of Duti es: Coordi nates the Gty's Survey Mnunent, dass B
Permt, and Inprovenent Bond and B-Permt Data Control Systemfor the
Bureau of Engi neering; conducts feasibility studies and devel ops bond
control systens and procedures; represents the Gty Engineer in
various neetings and activities related to the enforcenent of public
i nprovenent bonding requirenents; and does rel ated work.

D sti ngui shi ng Feat ures: An | nprovenent Bond Coordi nator perforns
responsi bl e engi neering-rel ated adm ni strati ve and coordi nati ng wor k
with mninal supervision, and is primarily concerned w th overal
coordination of the Survey Mnunent, dass B-Permt, and | nprovenent
Bond programfor the Bureau of Engineering. An enployee of this class
i nvesti gates, devel ops, and inplenments procedures and forns to ensure
that bond control activities are uniformanong all Bureau of

Engi neering district offices. An Inprovenent Bond Coordinator is
responsi bl e for the design, maintenance, and nodification of the
conputerized data control systemfor the Survey Monunent, dass B
Permt, and | nprovenent Bond program An incunbent of this class
represents the Gty Engineer in accepting deposits and authorizing the
rel ease of negotiable security, cash and surety bond guarantees, and
is responsible for coordinating all |nprovenent Bond enforcenent
activities with Bureau of Engineering district offices, private

devel opers, contractors, attorneys and engineers, the Gty Attorney,
the Gty Treasurer, the Board of Public Wrks, bonding conpani es and
other Gty departnments and bureaus as necessary.

Exanpl es of Duties: Advi ses and coordi nates with Bureau of

Engi neering district offices on all aspects of Survey Mnunent, d ass
B-Permt, and I nprovenent Bond activities; reviews district office
estimates of work to be bonded; advises district offices of

i nprovenent projects which may be in default; reviews district office
or private subdividers' requests for bond extensions; coordinates with
the Gty Attorney in preparing inprovenment bond forecl osure packages;
accepts deposits for cash bonds; authorizes rel ease of negotiabl e
security, cash and surety bond guarantees; devel ops and i npl enents
fornms and procedures for use by the Bureau of Engineering in bond
control activities; discusses the progress of inprovenent projects
with contractors, inspectors, Bureau of Engineering district offices,
the Bureau of Contract Admnistration and the Bureau of Accounti ng;
corresponds w th bondi ng conpani es to discuss the status of projects;
revi ews inprovenent projects on which conpletion notices have been
issued to ensure all requirenents have been net; issues Gty Engi neer
Certificates of Acceptance and/ or Conpl etion; approves sone typesof

i nprovenent guarantees for the Gty Engineer prior to approval by the
Gty Attorney; maintains and updates the conputerized | nprovenent Bond
and B-Permt Data Control System inputs data, requests reports and
proposes nodifications to the Data Control System prepares drafts of
ordi nances and updates policy and procedure nmanual s for the Bureau' s
bond control program conducts feasibility studies on proposed

nodi fications to the bond control prograns; answers correspondence and




prepares reports relative to the Survey Monunent, B-Permt and bond
control activities of the Bureau for the Board of Public Wrks, Gty
Attorney, Bureau of Accounting, Councilmanic offices and ot her

gover nnent al agenci es such as the Federal Housing Authority and State
D vision of Real Estate. As a section |eader, may exercise functional
supervi sion over technical and clerical personnel engaged in bond
control activities. My occasionally be assigned to other duties for
trai ning purposes or to neet technol ogi cal changes or energencies.

Qualifications: A good know edge of the legal requirenments and Gty
policy related to the enforcenent and control of the Gty's class B
Permt and | nprovenent Bond program a good know edge of the
conponents and requirenents of the Inprovenent Bond and B-Permt Data
Control System a good know edge of sources of engineering
information; a good know edge of the kinds of financial instruments
used by private contractors and devel opers to secure public

i nprovenent construction projects; a general know edge of Menoranda of
Under st andi ng as they apply to subordi nate personnel; a general

knowl edge of the Gvil Service Comm ssion Rules; a general know edge
of the laws and regul ations related to equal enpl oynent opportunity
and affirmative action; a general know edge of the principles of
supervi sion; the ability to coordi nate inprovenent bond control and
enforcenent activities; the ability to maintain and propose

nodi fications to the data control systemfor the Inprovenent Bond and
B-Permt program the ability to comrunicate effectively orally and in
witing; and the ability to understand conpl ex procedures.

Two years of experience at |east at the level of Ofice Engineering
Technician Il or Principal derk in the processing of dass B-Permt
or I nprovenent Bonds is required.

Physi cal Requirenents: Strength to performaverage lifting of |ess
than 5 pounds and occasionally up to 15 pounds; good speaki ng and
hearing ability; and good eyesight.

Persons with nedical limtations nmay, wth reasonabl e accomodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's limtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the limtations.

As provided in Gvil Service Commssion Rule 2.5

and Section 43.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to declare what the
duties and responsibilities of any position shall be.



