
p r e l i m i n a r y  a n d / o r  s t o p  w o r k  n o t i c e s  a n d  o t h e r  d u t i e s  a s  r e q u i r e d .   This position requires thorough 

knowledge of Division of State Architect construction project administration, as well as strong 

communication and problem solving skills.  

 

E S S E N T I A L  D U T I E S  A N D  R E S P O N S I B I L I T I E S  include the following. O t h e r  d u t i e s  m a y  b e  a s s i gned.  

 

• Reviews/analyzes bid data, prepares reports recommending selection and awarding of bids: 
prepares, monitors, analyzes construction documents that include, but are not limited to, data 
bases, correspondence, change orders, progress payments, Division of State Architect (DSA) 
closeout, Disabled Veterans Business Enterprise (DVBE). 

• Analyzes project schedule/claims resolution documentation  
• Insures compliance with prevailing wage requirements and Department of Industrial Relations 

mandates. 
• Provides/coord
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• Assist in preparing project scheduling data.  
• Operate a computer, calculator, telephone, printer, and copy machine.  

    
     
EDUCATION/EXPERIENCE: 


