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 Class Specifications 

for the Class: 
 

CAPITAL IMPROVEMENTS COORDINATOR 
(CAPITAL IMPROVEMENTS COORD) 

 
Duties Summary: 
 

Conducts and coordinates general short and long range capital improvements 
planning and cost estimation; reviews and accepts or advises rejection of materials 
specifications; reviews and makes recommendations concerning contract renovations; 
participates in on-site construction inspection work; and performs other related duties as 
required. 

 
Distinguishing Characteristics: 
 

This class is distinguished by its responsibility for developing short- and 
long-range capital improvement plans for a major department and acting in a liaison, 
coordinating, and inspectional capacity between top management officials of the agency 
and officials of construction companies awarded capital improvement construction 
contracts. 
 
Examples of Duties: 
 

Confers with administrators on short- and long-range capital improvement 
plans and develops plans for capital improvements for various institutional and public 
health facilities; develops an inventory and records of real property blueprints and 
drawings; prepares program outlines; schedules, plot plans, and other material for the 
capital improvement budget; develops complete justifications for budget requests for 
capital improvement projects; develops cost estimations, and work timetables for 
construction projects; acts in a liaison capacity between the agency and construction 
companies and other governmental units; reviews construction plans and specifications 
for conformance to standards and requirements; prepares plans and specifications for 
renovation work; recommends contractors for specific jobs and represents the 
organization on inspections while the work is in progress and upon completion. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  Legal requirements of building, plumbing, electrical, fire and 
health regulations as they pertain to building construction; the fundamentals of 
structural, electrical and mechanical engineering as applied to architectural design; 
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engineering mathematics sufficient to perform structural calculations, architectural 
drafting; capital improvements budgeting. 
 

Ability to:  Prepare building specifications, and estimates of costs and quantities 
of materials; deal effectively with others; make field inspections to check 
workmanship of contractors; integrate agency's operational needs with sound 
engineering and architectural practices. 

 
- - - - - - - - - - - - -  - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

 
This is the first specification for the new class CAPITAL IMPROVEMENTS 

COORDINATOR (CAPITAL IMPROVEMENTS COORD). . 
 
 
 
DATE APPROVED: 2/19/68  /s/ Edna Tavares Taufaasau 
   (Mrs.) Edna Tavares Taufaasau 
   Director of Personnel Services 
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