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JOB DESCRIPTION

JOB TITLE: ASSISTANT PROJECT MANAGER
TYPE: NON-EXEMPT

DEPARTMENT: EXECUTIVE

SUPERVISOR: PROJECT MANAGER

JOB SUMMARY:

The Housing Authority of the City of Key West, Florida (KWHA) is dedicated to providing excellent
customer service and assistance to its tenants, applicants, and landlords by employing and retaining a
highly qualified and well-trained staff that supports its mission.

The Assistant Project Manager provides support to the Project Manager in the planning, coordination,
administration, and oversight of construction, maintenance, development, renovation, and other projects
undertaken by the Housing Authority. This position assists with project scheduling, budgeting,
procurement, documentation, contractor coordination, inspections, and project close-out to help ensure
projects are completed in a timely, cost-effective, and compliant manner.

JOB RESPONSIBILITIES:

e Assist the Project Manager in defining project scope, objectives, deliverables, timelines, and
priorities.

e Assist with the development and maintenance of detailed project schedules and work plans.

e Coordinate project activities and follow up on assigned tasks and deadlines.

e Assist in identifying project requirements, potential delays, and issues that may affect project
completion.

e Maintain organized project files, records, correspondence, and documentation.

e Assist with coordinating meetings, site visits, inspections, and project-related activities.

e Provide regular updates to the Project Manager regarding project status, progress, concerns,
and anticipated delays.

e Assist with tracking invoices, payment applications, purchase orders, and other project-related
financial documentation.
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EXEPERIENCE/QUALIFICATIONS:

Bachelor's degree preferred.

2 years of experience in project coordination, construction, maintenance, facilities management,
or related experience preferred.

Experience with contracts and understanding the rights and responsibilities of the Owner.
Ability to familiarize oneself with the Housing Authority’s procurement policy.

Experience with Housing and Urban Development (HUD) procurement requirements preferred.
Knowledge of general and trade contractor licensing requirements in Florida.

Knowledge of building permit requirements for Key West, Monroe County, and Florida preferred.
Proven ability to solve problems creatively.

Strong familiarity with project management software tools, methodologies, and best practices.
Competent in MS Word, Excel, Outlook

Procore Software knowledge preferred

Understanding of scheduling software, P6 or Microsoft Project Preferred

Experience seeing projects through the full life cycle.

Excellent analytical skills.

Strong interpersonal skills and extremely resourceful.

Proven ability to complete projects according to outlined scope, budget, and timeline.

COMPETENCIES:

PROBLEM SOLVING — Works well in group problem solving situations; uses reason even when
dealing with emotional topics.

CUSTOMER SERVICE — Manages difficult or emotional customer situations; responds promptly
to customer needs; solicits customer feedback to improve service; responds to request for
service and assistance; meets commitments.

INTERPERSONAL SKILLS — Focuses on solving conflict, not blame; maintains confidentiality;
listens to others without interrupting; keeps emotions under control; remain open to others’
ideas and tries new things.

ORAL COMMUNICATION — Speaks clearly and persuasively in positive or negative situations;
listens and gets clarification; responds well to questions, demonstrates group presentation
skills; participates in meetings.

WRITTEN COMMUNICATION - Writes clearly and informatively; edits work for spelling and
grammar; varies writing style to meet needs; presents numerical data effectively;
DEPENDABILITY — Follows instructions, responds to management direction; takes
responsibility for own actions; keeps commitments; commits to long hours of work when
necessary to reach goals; completes tasks on time or notifies appropriate person with an
alternate plan.

INITIATIVE — Volunteers readily; undertakes self-development activities; seeks increased
responsibilities; takes independent actions and calculated risks; looks for and takes advantage
of opportunities; asks for and offer help when needed. Continues to learn new technology to
keep up with the dynamics of the industry.




PHYSICAL DEMANDS:

e Must be able to traverse property and facility.
e Prolonged periods sitting at a desk and working on a computer.
e Must be able to lift 25 pounds at a time.

SPECIAL REQUIREMENTS:

This position requires an employee to perform their job duties and responsibilities on a 24 hours a day,
seven days a week basis. Employee must be available to travel.

DISCLAIMER:

The above statements are intended to describe the general nature and level of work being performed by
people assigned to this classification. They are not to be construed as an exhaustive list of all
responsibilities, duties, and skills required of personnel so classified. All personnel may be required to
perform duties outside of their normal responsibilities from time to time, as needed.

The requirements for this position are indicative of the mental capacities needed to satisfactorily
perform the duties for the position. Reasonable accommodations, as required by the Americans With
Disabilities Act will be granted whenever possible.

Employment is subject to a probationary period of 12 months.
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