
 

    E x c e l l e n c e  a n d  E q u i t y :  e v e r y  s t u d e n t ,  e v e r y  c l a s s r o o m ,  e v e r y  d a y              w w w . s l c s c h o o l s . o r g  

BUSINESS ADMINISTRATION  
406 East 100 South 

Salt Lake City, Utah 84111 
801.578.8348 

        

Date:  February 7, 2025 

To:   Salt Lake City School District Board of Education 
  Superintendent Grant 

From:  Alan Kearsley, Business Administrator 
  Logan Hall, Executive Director Human Resource Services   
 

Subject:   2 – FTE Auxiliary Services Request  

 

Summary: 

With the passing of the bond in November, and the commencement of two major 
construction projects, we are requesting 2 FTE in Auxiliary Services to help manage the 
construction process. In the 2000s when the district was undertaking several school 
rebuild projects, we hired two additional FTE to help during the construction phase. Just 
like then, current day-to-day staffing levels is not adequate to properly manage such large 
projects.  

 

We are requesting the addition of 2 new positions to be funded by property tax revenue in 
the Capital Fund. These positions would be funded through the completed of the two high 
school rebuilds. We are recommending a Project Manager position and a Building Code 
Inspector position. These positions would tentatively be placed on Lane G of the 
Comprehensive Exempt 12-month salary schedule (attached). 

 

Requested Board action:  

Provide feedback and directions to bring these positions to the next meeting for approval 

Attachments: 

First Draft Job Description – Project Manager 

First Draft Job Description – Building Code Inspector  

Comprehensive – Exempt 12-Month Salary Schedule 



 

Salt Lake City School District 
Job Description 

Position: Project Manager 
Reports to: Assistant Director Construction Services 

Purpose Statement 
The Project Manager leads all pre-construction planning and coordination efforts to ensure the 
successful execution of capital projects across the Salt Lake City School District. This role is 
essential for managing multi-year projects from inception to completion while meeting 
established budgets, timelines, and quality standards. The position ensures compliance with 
building codes, fire codes, and district guidelines and fosters collaboration among internal and 
external stakeholders. 

 

Key Responsibilities 

Project Planning and Management 

• Develop and oversee detailed project plans for new construction and renovation projects, 
ensuring alignment with district objectives and state guidelines. 

• Coordinate pre-construction activities, including feasibility studies, site evaluations, 
geotechnical and environmental assessments, and portable classroom relocations. 

• Serve as the district’s point of contact for architects, contractors, and state/local agencies 
to ensure effective project communication and decision-making. 

• Establish and monitor project schedules, ensuring critical milestones are achieved and 
providing regular updates to district leadership. 

• Evaluate project risks and develop mitigation strategies to address potential delays or 
budget overruns. 

Design and Compliance Oversight 

• Collaborate with architects and engineers to review designs and construction plans, 
ensuring compliance with local building codes, ADA requirements, and district-specific 
needs. 

• Schedule and oversee plan reviews, bid openings, and pre-construction meetings to 
ensure all stakeholders align on project goals and requirements. 

• Act as the district’s Building Code Official, overseeing mechanical, plumbing, and fire 
safety compliance throughout all design and construction phases. 

• Address accessibility issues by serving as the district’s ADA representative during the 
design and construction process. 

Stakeholder Coordination 



 

• Provide leadership and guidance to internal teams and external consultants, ensuring clear 
communication and accountability. 

• Serve as a liaison with utility companies, state and local planning agencies, and other 
regulatory bodies to secure necessary permits and approvals. 

• Facilitate building committees, offering advice and technical input during the design and 
decision-making processes. 

• Maintain open communication with school administrators and district staff, ensuring their 
needs are integrated into project planning. 

Documentation and Reporting 

• Maintain comprehensive project documentation, including design records, construction 
plans, contractor communications, and regulatory approvals. 

• Prepare regular status reports and presentations for district leadership and project 
stakeholders, highlighting progress, challenges, and next steps. 

• Create and update logs for substantial and final completion dates, change orders, proposal 
requests, and supplemental instructions. 

Construction Monitoring 

• Inspect construction projects regularly to ensure adherence to contract documents, quality 
standards, and safety protocols. 

• Supervise district inspectors, providing direction and evaluating performance to maintain 
high standards. 

• Respond to inquiries and resolve issues that arise during the construction process, 
maintaining a proactive approach to problem-solving. 

 

Qualifications 

Education and Experience 

• Bachelor’s degree in Construction Management, Engineering, Architecture, or a related 
field. 

• Minimum of five years of progressively responsible experience in project management, 
pre-construction planning, or a related field. 

• Experience managing multi-year capital improvement projects, including budgets 
exceeding $10 million, preferred. 

Skills and Knowledge 

• Expertise in project management methodologies, including budgeting, scheduling, and 
risk assessment. 

• Strong knowledge of local building and fire codes, ADA compliance, and construction 
safety practices. 



 

• Proficiency in construction project management software and tools (e.g., AutoCAD, 
BIM, Primavera, or similar platforms). 

• Ability to interpret complex technical documents, including architectural plans and 
engineering reports. 

• Exceptional communication and interpersonal skills, with a proven ability to collaborate 
across diverse teams and stakeholders. 

• Strong organizational skills, including the ability to prioritize and manage multiple 
projects simultaneously. 

Certifications and Licenses 

• Valid Driver’s License with evidence of insurability. 
• Current certifications in IBC, IMC, IPC, and fire sprinkler systems (or ability to obtain 

within one year). 
• OSHA Safety Certification preferred. 

Working Conditions 

• Requires regular travel to construction sites within the district. 
• Occasional lifting, carrying, pushing, or pulling of materials weighing up to 25 pounds. 
• Work environment involves exposure to construction sites and minimal temperature 

variations. 
• Ability to work extended hours, including evenings and weekends, as required by project 

needs. 

 

Key Competencies 

• Leadership: Ability to lead diverse teams, manage conflicts, and maintain focus on 
achieving project goals. 

• Problem-Solving: Skilled in analyzing complex challenges and developing creative, 
effective solutions. 

• Attention to Detail: Ensures all elements of project planning, compliance, and execution 
are thoroughly addressed. 

• Strategic Thinking: Focuses on long-term goals while effectively managing day-to-day 
responsibilities. 

• Adaptability: Responds positively to changing priorities and unforeseen challenges, 
maintaining productivity and focus. 

 



 

Salt Lake City School District 
Job Description 

Position: Building Code Inspector 
Reports to: Assistant Director Construction Services 

Purpose Statement 
The Building Code Inspector ensures that all district construction projects and renovations 
comply with local, state, and federal building codes, fire safety standards, and accessibility 
requirements. This role serves as the district’s expert in code compliance, conducting inspections 
and providing guidance to ensure safety, functionality, and adherence to regulations. 

 

Key Responsibilities 

Code Compliance and Inspections 

• Conduct regular inspections of new construction, renovations, and maintenance projects 
to ensure compliance with building codes, fire codes, and accessibility standards (ADA). 

• Review architectural and engineering plans to identify potential code violations and 
recommend necessary modifications. 

• Issue inspection reports detailing compliance status, deficiencies, and corrective actions 
required. 

• Act as the district’s liaison with local and state building officials to coordinate 
inspections and address code-related inquiries. 

Documentation and Reporting 

• Maintain comprehensive records of all inspections, certifications, and code-related 
documentation. 

• Prepare detailed reports for district leadership, summarizing inspection findings, 
compliance issues, and recommended actions. 

• Track the progress of corrective measures and ensure timely resolution of non-
compliance issues. 

Plan Reviews and Approvals 

• Collaborate with architects, engineers, and contractors to review project plans for code 
compliance before construction begins. 

• Approve building plans and specifications, ensuring they align with district guidelines 
and regulatory standards. 

• Conduct pre-construction meetings to communicate code requirements and establish 
inspection schedules. 

Training and Guidance 



 

• Provide training to district staff, contractors, and project teams on building codes, fire 
safety standards, and ADA compliance. 

• Serve as a resource for schools and departments, offering guidance on code-related 
questions and issues. 

• Stay current on updates to building codes, fire codes, and related regulations, ensuring the 
district remains in compliance. 

Stakeholder Coordination 

• Coordinate with utility companies, city planning departments, and state agencies to 
secure necessary permits and approvals. 

• Act as the district’s representative at meetings with contractors, architects, and regulatory 
agencies to address compliance issues. 

• Work closely with district inspectors, providing direction and oversight to ensure 
consistent application of codes and standards. 

 

Qualifications 

Education and Experience 

• Bachelor’s degree in Construction Management, Engineering, Architecture, or a related 
field. 

• Minimum of three years of experience in building inspections, code enforcement, or a 
related field. 

• Experience with school district or public sector projects preferred. 

Skills and Knowledge 

• Strong knowledge of International Building Codes (IBC), International Mechanical Code 
(IMC), International Plumbing Code (IPC), fire safety standards, and ADA requirements. 

• Ability to interpret architectural and engineering plans and apply technical knowledge to 
assess compliance. 

• Proficiency in inspection tools and software for tracking compliance and generating 
reports. 

• Excellent communication and interpersonal skills to work effectively with diverse 
stakeholders. 

Certifications and Licenses 

• Valid Driver’s License with evidence of insurability. 
• Certification as a Building Code Official or Inspector (e.g., ICC Certification) required. 
• OSHA Safety Certification preferred. 

Working Conditions 



 

• Requires regular travel to construction sites within the district. 
• Exposure to construction environments, including noise, dust, and varying weather 

conditions. 
• Ability to perform physical inspections, including climbing ladders and accessing 

confined spaces. 

 

Key Competencies 

• Attention to Detail: Meticulously inspects projects to identify compliance issues and 
ensure safety standards are met. 

• Problem-Solving: Analyzes complex issues and provides actionable solutions to address 
non-compliance. 

• Communication: Clearly articulates code requirements and inspection findings to 
diverse audiences. 

• Adaptability: Responds effectively to changing regulations and project priorities. 
• Collaboration: Builds strong working relationships with internal teams and external 

stakeholders. 
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