NEW CASTLE COUNTY GOVERNMENT
invites applications for the position of:

PUBLIC WORKS CONTRACTS OFFICER (Pay
Grade 24) AFSCME Local 1607

SALARY: $49,121.00 - $76,206.00 Annually

OPENING DATE: 07/07/22

CLOSING DATE: 07/31/22 11:59 PM

IMPORTANT INFORMATION:

In accordance with the Merit System Rules and Regulations, an eligible list, which will be valid for a one-year
period and which will be used to fill vacancies during that period, is being established for this

classification. Applicants on the eligible list will be certified in accordance with the Merit System and appropriate
union contracts.

Candidates may submit online employment applications using the NEOGOV online application system available
at https://www.governmentjobs.com/careers/nccde.

EXAMINATION PROCESS: The examination process for this posting may include an evaluation of training and
experience, a written examination, a computerized exam, an oral board interview examination, a performance
examination or any combination of the above in order to qualify applicants for placement on the eligible list. The
eligible list will be used to fill vacancies that occur within the next year. The appropriate number of names on the
eligible list as prescribed by Merit System Section 26.03.505 will be certified to the hiring department for
consideration to fill the vacant position(s). New employees are generally hired at the starting salary and may be
eligible for merit increases each year upon receipt of a satisfactory performance evaluation, up to the maximum
salary.

New Castle County is an Equal Opportunity Employer

JOB DESCRIPTION:

GENERAL STATEMENT OF DUTIES: Coordinates and monitors all grant programs and construction contracts
for all departments within New Castle County; does related work as required.

DISTINGUISHING FEATURES OF THE CLASS: An employee in this class oversees the execution of grants
received from various sources to accomplish public works construction projects. This employee must assure that
all the terms and conditions are met for grants and contracts that are received. This employee has the
responsibility to coordinate the submission of required information and documentation for the reimbursement of
monies expended under grants. The individual must also perform document checks of the non-technical portions
of contracts to assure that local, state, and federal requirements are met.

EXAMPLES OF WORK: (lllustrative only)

e Insures that the appropriate departments comply with all grant requirements;

e Coordinates the legal clearance on right-of-ways for grant related projects;

e Supervises the maintenance of construction accounts for grant projects and submits requests for audits
done on grant projects;

e Arranges for printing of plans/specifications and the sale of same;

e Establishes dates for advertisement, availability, pre-bid meetings and bid openings, issues addendums;


https://www.governmentjobs.com/careers/nccde

Attends pre-bid meetings, bid openings, and checks bids;

Makes recommendations as to the acceptability of bids and offers of tentative award;

Prepares contract documents for execution by the contractor and County Executive;

Enforces compliance with provisions for proper insurance and license;

Monitors and expedites the flow of documents through appropriate general managers, the County Attorney

and the County Executive;

e Promotes an ongoing attitude of dedication to excellent public service and ensures that external and
internal customers are provided with the highest quality of service;

e Operates a data processing terminal, personal computer and other related equipment in the course of the

work.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: Thorough knowledge of County codes relating to bidding
and purchasing regulations; thorough knowledge of federal, state and local regulations dealing with the application
for and compliance with grants in aid; good knowledge of the overall operations of departments dealing with public
works projects; some knowledge of governmental administration procedures to include some familiarization with
accounting procedures; some knowledge of real estate transfers and right-of-way procedures; ability to elicit the
cooperation of employees, government officials and the public; ability to complete grant applications and to follow
up the processing of such applications; ability to communicate courteously and effectively, both verbally and in
writing; ability to pass a Class Ill County physical examination.

ACCEPTABLE EXPERIENCE AND TRAINING: At least three years experience in governmental or business
administration at a professional level preferably in grants administration and possession of a Bachelor's Degree
from an accredited college or university with major course work in business or public administration or closely
related field; or any equivalent combination of experience and training which provides the required knowledge,
skills and abilities.

CONTACT INFORMATION:

Meaghan McPherson
Human Resources Technician
Meaghan.McPherson@newcastlede.gov

APPLICATIONS MAY BE FILED ONLINE AT: Position #0188-2022

https://www.governmentjobs.com/careers/nccde PUBLIC WORKS CONTRACTS OFFICER (PAY GRADE 24) AFSCME
LOCAL 1607

87 Reads Way MM

New Castle, DE 19720
(302) 395-5161

jacquelyn.moore@newcastlede.gov
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