ArDOT Classification Specifications

v

Titte: Effective Date: Grade: Jeb Category:
Construction Office Specialist June 24, 2017 IX Admin Support
Prior Titfe: Prior Effective Date: Grade: Page:
Construction Office Specialist October 19, 2016 vii lofl
CHARACTERISTICS OF WoRK

This position is responsible for assisting the Subcontract Administrator in reviewing and acknowledging
subcontracts and purchase orders on federal and state highway construction projects, city streets and county road
projects, and associated assignments.

ExAmpLEs oF Work

The following examples are intended only as illustrations of various types of work performed. No attempt is made
to be exhaustive. Related, similar, or other logical duties are performed as assigned. The Department may require
employees to perform functions beyond those contained in job descriptions. The Department may modify job
descriptions based on Department needs. The Arkansas Department of Transportation is an "at will" employer.

» Enter subcontract information into project documentation software and process subcontract
acknowledgement letters.

e Distribute acknowledgement letters to contractors, subcontractors, and sureties,

* Assist in entering and distributing change orders in project documentation software and other programs
and formats.

» Access project documentation software to respond to surety company status inquiries.

Minpaust REQUIREMENTS

The educational equivalent to a diploma from an accredited high school. Familiarity with the use of Microsoft
Word, Excel, and Outlook software, and the use of Microsoft Windows operating system. Ability to learn and
navigate computer software and adapt to new technology.

("Aecredited” means the educational institution or program is accredited by an accrediting organization
recognized either by the United States Department of Education or by the Council for Higher Education
Accreditation.)
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