
PROGRAM COORDINATOR (CAPITAL PLANNING) 

DISTINGUISHING FEATURES OF THE CLASS:  Under general supervision, the 
incumbent is responsible for coordinating and evaluating multiple capital improvement 
projects through all stages of development including immediate and long range planning.  
Incumbent allocates capital resources in accordance with departmental procedures and in 
keeping with long term planning strategies.  The incumbent acts as a liaison between the 
Capital Planning and Facilities Management Program of the Department of Public Works 
and public officials, consultants, engineers and other County departments on major capital 
projects.  Additionally, the incumbent assists in the procurement of professional services 
for capital improvement projects and in the development of the capital budget and capital 
budget presentations. Does related work as required. 

EXAMPLES OF WORK:  (Illustrative Only) 

Assists the Commissioner of Public Works in the formulation of practices and procedures 
for capital improvement projects, including automated reporting systems; 

Directs, coordinates and participates with professional and non-professional employees in 
the planning, preparing and estimating of capital improvement projects; 

Advises senior management verbally and in writing as to the progress in the planning and 
development of capital projects and makes recommendations for project improvements; 

Coordinates with county departments such as Planning and Budget and other outside 
agencies involved with the capital improvement projects in planning and tracking of 
progress of capital projects; 

Evaluates capital improvement project proposals from various County department and 
works with them to improve their submissions; 

Serves as staff member to the County’s Capital Projects Executive Committee; 

Maintains liaison with other County agencies as they relate to capital improvement 
projects; 

Develops and implements contracts for the professional services associated with capital 
improvement projects in accordance with County, State and Federal regulations by 
ensuring the best terms, most efficient development process, appropriate implementation 
and compliance to terms and conditions governing the projects; 

Oversees the development and preparation of Request for Proposals (RFP’S) associated 
with capital improvement projects; 

Ensures the appropriate and timely reporting of statistics, costs, inspections studies and 
other documentation as required; 

Assists in the development of the annual capital budget presentation, including developing 
written and/or video presentation to explain capital projects to the Capital Projects 
Committee, the County Executive, Legislators, department heads, senior staff and other 
interested stakeholders; 
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EXAMPLES OF WORK:  (Illustrative Only) (cont’d) 

Uses computer applications or other automated systems such as spreadsheets, word 
processing, calendar, e-mail and database software in performing work assignments; 

May perform other incidental tasks, as needed. 

FULL KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:  Thorough of knowledge of 
the elements and factors involved in the renovation and construction of public 
improvement projects; good knowledge of engineering for the purposes of monitoring 
adherence to capital projects’ specifications;  good knowledge of departmental objectives, 
policies, operations as they relate to capital projects; good knowledge of the procedures 
associated with capital project management in the public sector; good knowledge of 
architectural design theories and practices as applicable to parks, plazas, sidewalks and 
adjoining landscape areas; ability to identify specific factors and conditions of proposed 
and/or existing public improvement projects to evaluate and analyze conditions affecting 
their existence; ability to prepare rough designs and maps concerning a proposed public 
improvement; ability to establish effective working relationships with individuals from other 
County departments as well as municipal, state and Federal agencies and consultants 
and contractors; ability to communicate effectively, both orally and in writing; ability to 
effectively use computer applications such as spreadsheets, word processing, e-mail and 
database software;  reliability; accuracy; resourcefulness; initiative; good judgment; tact; 
physical condition commensurate with the duties of the position. 

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: Either (a) a Bachelor’s 
Degree* in Urban Design, Landscape Architecture, Architecture, Planning or Engineering 
and five years of experience in the planning and design of recreation facilities or oversight 
and coordination of consultants and/or contractors working on complex public sector 
capital improvement projects; or (b) a Bachelor’s Degree* and six years of experience as 
described in (a). 

SUBSTITUTION: A five year Bachelor's Degree in Landscape Architecture or Architecture 
may be substituted for one year of the required experience. Satisfactory completion of 30 
credits towards a Master’s Degree* in Engineering may be substituted on a year for year 
basis for up to two years of the above stated general experience. A Professional 
Engineer’s License may be substituted for four years of the required experience.  

*SPECIAL NOTE:  Education beyond the secondary level must be from an institution
accredited or recognized by the Board of Regents of the New York State Department of
Education as a post-secondary, degree-granting institution.

DEFINITION:  Complex public sector capital improvement projects are defined as those 
which must have involved the coordination of two or more of the following trades: 
plumbing, electricity, carpentry, masonry, welding or HVAC. 

West Co. Job Class Code: C3183 
J.C.:  Competitive Job Group XIII 
EMRC
1


