
Utilities Construction Project Coordinator 04.24.18 

                   

  
 Confederated Tribes of the Chehalis Reservation 

 

 

JOB DESCRIPTION 

 

 

Title: Utilities Construction Project Coordinator  Department: Planning 

Location: Planning Department Supervisor: Planning Director 

Classification: Full-time, Non-Exempt Pay Grade:  26   

 

 

Job Summary:   

The Utilities Construction Project Coordinator facilitates various public works projects and programs, 

including roadways, utilities, traffic signals, street lighting, water/wastewater systems, natural gas 

systems, and drainage structures. Oversees, supervises, and coordinates the administration of specific 

utility construction projects within the Chehalis Reservation and on trust land; coordinates assigned 

activities with Tribal departments, outside agencies, and the general public. Conducts annual inspections 

of all waste water treatment facilities and systems at businesses located on the reservation to ensure they 

are functioning correctly. 

Job Duties & Responsibilities: 

A. Project coordinator of specific utility facilities construction projects within the Chehalis Reservation 

including design, bid, construction, and related functions and professional contracts to ensure 

completion of projects within budgetary, regulatory, and time constraints. 

B. Coordinates with engineers and consultants various aspects of utility construction projects, including 

preparing preliminary and final cost estimates; construction plans, contract documents, material 

specifications, acquisition of right of way and easements. 

C. Prepares or assists in the preparation of requests for proposal, bid advertising, and other related 

documents. 

D. Reviews project documentation from contractors for compliance with all relevant regulations, codes, 

guidelines, and policies. 

E. Administers all phases and elements of utilities construction projects to ensure bid specifications are 

met; confer with inspectors and contractors regarding changes in design or methods; negotiate and 

resolve differences in procedure to ensure timely adherence to construction completion. 

F. Regularly inspects work sites to ensure progress and compliance with standards of quality and 

contract terms and conditions. 

G. Performs a variety of construction conflict resolution duties; resolves engineering problems in the 

construction phase; acts on behalf of the Tribe in meeting with and resolving engineering problems 

with project contractors, private engineers, owners, and developers. 

H. Develops user fee schedules for certain utilities  

I. Performs inspections of the existing infrastructure; recommends improvements and prepares 

technical reports. 

J. Participates in short and long range planning involving other Tribal Directors. 

K. Maintain records and prepare reports. 

L. Ensures compliance with all policies, procedures, and grant requirements. 

M. Performs other duties as assigned. 
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N. May be assigned duties under the Chehalis Tribe Emergency Management Plan and Program. 

 

Supervision: 

A. Supervision Received:  General supervision regarding unusual problems, emergency situations, and 

procedures.  Performs varied work independently. 

B. Supervisory Responsibilities:  None 

 

Minimum Qualifications: 

A. Education & Experience:  High School Graduation or recipient of a GED required.  Graduation 

from a two-year college or technical school with emphasis on civil engineering, construction and 

water/wastewater management preferred.  Must possess a valid Washington State Water Distribution 

Manager II Operator’s Certification. A minimum of five (5) years’ experience in water/ wastewater 

facilities maintenance and construction are required. Knowledge of and experience with AutoCAD 

drafting is highly desirable. 

B. Skills & Abilities:  

1. Language Skills: Ability to communicate effectively, both orally and in writing.  Ability to 

establish and maintain effective working relationships with the public, related agency officials, 

community and civic leaders, city officials and other employees. Ability to prepare clearly 

written reports and documents, and to make effective oral presentations of recommendations and 

reports.  Be able to communicate effectively with a varied population, including individuals from 

diverse ethnic, racial, cultural and economic backgrounds. 

2. Mathematical Skills:  Ability to complete accurate mathematical calculations as may be required 

of the position. 

3. Reasoning Abilities: The person in this position is expected to use a high degree of sound 

professional judgment in assuring acceptable standards of performance within the areas of 

his/her responsibilities. Ability to solve practical problems and deal with a variety of concrete 

variables in situations where only limited standardization exists. 

4. Office/Computer Skills:  Ability to function in PC environment using MS Office programs 

efficiently with minimal errors. Exhibit a willingness and ability to learn computer operations on 

a variety of different systems. Ability to use personal computer, printer, copy machine, and 

telephone. 

5. Interpersonal Skills:  Ability to smoothly and rapidly shift between dissimilar tasks; react quickly 

and calmly to emergency situations; make effective decisions while in stressful situations and 

circumstances.  Must have a proven history and be able to maintain confidentiality. 

6. Job Knowledge & Abilities:  

a. Construction methods, operating safety features and process control engineering elements.  

b. Principles involved in the treatment of wastewater, collections systems, pump stations and 

related facilities. 

c. Managing construction bid advertising and bid awards. 

d. Regulatory rules of EPA, DOE, DOT, Army Corps of Engineers and FHA and other 

applicable agencies. 

e. Work effectively with architects, engineers and construction contractors. 

f. Analyze large complex and detailed construction drawings and interpret construction 

schedules, bids and supporting financial data. 

g. Prepare budgets and plan expenditures for control. 

h. Effectively deal with extremely complex, difficult problems or customer complaints and 

provide satisfactory solutions. 

i. Understand and follow written and verbal instructions. 

j. Work effectively and productively with others. 

k. Communicate effectively verbally and in writing to audiences of various social, cultural, 

ethnic, educational and economic backgrounds. 
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l. Effectively coordinate, perform and complete multiple duties and assignments concurrently 

and in a timely manner. 

C. Additional Requirements: 

1. Possess a valid Washington State Driver’s License and proof of liability insurance. 

2. Must accept confidentiality as a strict condition of employment. 

3. Successfully pass pre-employment Drug Screen 

4. Successfully pass Criminal Background Check.  The following may disqualify any applicant 

from consideration: 

a. Any felony conviction 

b. Any domestic violence violations, convictions, or restraints. 

c. Any violations, convictions, or restraints for actions made against children or vulnerable 

adults. 

d. Any false, untrue statements or material omissions in the application and related paperwork 

or during the selection process. 

e. Status as a sex offender 

5. Maintain any training and credential requirements as per policy and procedure. 

6. Must be able to work flexible hours as needed. 

 

 

 

TRIBAL EMPLOYMENT PREFERENCE 

The Confederated Tribes of the Chehalis Reservation apply a Chehalis Tribal Member and Native 

American preference policy to all employment opportunities. 

 
 

To apply please submit application, resume and cover letter to Chehalis Tribe, 420 Howanut Rd, Oakville, 

WA 98568 Attn: Gloria Frances or email gfrancis@chehalistribe.org. Applications can be found at 

www.chehalistribe.org/employment/ 

 

 

 

Any offer of employment is conditional on the candidate passing a drug test, criminal records check and 

background check. Any felony conviction, written or oral false/untrue statement, or material omission in 

the recruitment and selection process will disqualify an applicant from consideration. Continued 

employment is dependent on maintaining a clean drug test and criminal record.  

 


