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Attachment A 

Folsom Cordova Unified School District Position Cfassilicatfon: Cfa.s:.-ified 

FACJLITIES PROJECT ASSOCIATE 

DEFINITION: 
L'ndet-the Director ofFacilities Developtnent, the Facilities Project Associate wOiks with the. Plaru:!ing 
and Construction staff to pro\<"ide a '\/".a!l.efy of administrafur;-e and 19,gistical support for capital 
con..-truction. projects including pre-bid communic.ations, financial and contractual monitot"..ng ofl3l:ge 
capital projects, processing of contract documents such. as insurance, bonds, and prevailing wage 
documentation,, and processing of project close out docume11tation. 

QUALIFICATIONS: 
Experience: 

• A minimum of four (4) years• e.""q>erience in project administration or a closely related field_

Education: 
• Gmduation from a four-year accredited college with emphasis onplannmg,. public administration,

or closely related field. E."tperiente may be substituted for the required education. on a year-t0-
year basis

DISTINGt.JISHING CHARACTERISTICS: 
This position requires a broad knowledge of the proc-edures, laws, and tedmical requirements 
related to facilities project coordination and the abilitJ to pro\.ide a high level of technic-31 
assistance to the Facilities Department. Internal advancement to the Facilities Project Associate 
requires four(4) years of experience in facilities project administration \'\ith at least two (2) years' 
experience with the Facilities department at FCUSD. 

ESSENTIAL DtJTIES AND RESPONSIBll .. ITIES: 
Under the direction of the Director of Facilities De\;elop.ment, incumbent �vill: 

• Assists in ensuring adherence to all applicable laws,. regulations. and district policies related to
facility contracts.

• Monitor and assure timely and appropriate de1telopment of projects and project scliedules.
• Coordinate project planning,. including budget input,, monitoring, scheduling and pennitting.
• Assists with pt'e-qualificafion and post-bid requirements ..
• Researches, prepares. receives and evalnates quotes; .recommend the award cf a project.
• Maintain accurate documentation of contracts, project details, and commwifoation with vendors.
• Monitor c-01l.Sfroction. budgets through using a separate accounting system (Accountability).
• Prepares, updates, and maintains the Facilities and Construction Project log. listing all cuuent

contract information.
• Coordinates site visits and pre-bid, pre-c.onstroction conferences, and attend job meetings as

required
• Work with architect engineers� c011tractors and inspectors for final acceptance ofthe Di"ision of

State Architect pennits (:pennit through. close out of projects)
• Coordinate and maintain c.o:mmunication and cooperative won:mg relationships with site

administrators and other di:.-trict personnel.
• Perfonns related duties as assigned.

FCUSD CSEA 2024-2025 MOU #21 Facilities Project Associate - New ID Page2 of 4 



Folsom Cordova Unified School District Position Classification.: Classified 

FACILITIES PROJECT ASSOCIATE 

K.NO\VLEDGE: 

• School facilities constrnction and modemization process.
• Division of State An:hitect :requirements.
• Applicable federal. state,, local consn:uction lau.-s. roles and regulations.

ABILITY �"D SKILLS: 

• Read and undemand laws, m1es, and regulations forpurehasing under Education. Govermnem and
Public Coo.tract Codes.

• Uru:l.emand California Unifonn Canstmcti011 Cost Accounting Regulations.
• Prepares o.r drafts letters, reports, bulletins, and memotandums� including material of a

confidenual nature.
• Analj-ze situations and data ac-eurately.
• Wnte and speak effectively, including English usage, spelling, grammar and punctuation.
• Ability to won:: independently \\.'ithout �ision..

PHYSICAL REQtJlR.EME1'1TS: 
Physical abilities include the usual and customaiy methods of perl'onwng the job's :functions and require 
the following ph.y"Sical demands: occasional lifting, can:ying, pushing. and/or pulling; some climbing and 
balancing;. some stooping. kneeling, crollChmg; :reaching. handling� touching andlor feeling; manual 
dexterity to operate a telephone and enter data into a computer. 
Significant physical abilities include ability to sit at a desl; conference table" or .in meetings of ir-arious 
configmations fur e."!ttended periods of time; see an.dread, with or without visual aids� laws and code� 
roles. policies and other primed matter. computer screens and printouts; hear and understand speech at 
nonnal room levels and hear and undetstand speech on the telephone; speak in andtble tones so that 
others may uadetstan.d clearly in :nonna1 conversations. 

WORK ENv!R.01'4"1v!ENT: 
The won: en;.,'ironment clw:acteri.stics described are representati,;e of those an employee encounters while 
performing: the essential functiOllS oftbisjob. Reasonable accommodatioos may be made to enable 
individuals with disabilities to petform the essemial functions. 

• The noise lev-el in the work en;,"irorunent is usu.ally moderate.
• Employees in this position will be required to ,vork .indoors in a standard office en1<-ironment and

come m direct contact -u.ith district: staff and. the public.

Board Approved x/xx/xY�-cr 
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