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Job Description

Job Title: Private Development Survey Project Manager

Summary: Responsible for planning and directing all of the functional activities of the
survey department including maintaining staff, scheduling survey crews and office staff,
hiring and firing as necessary, marketing, sales, managing projects and budgets and
general administration related to the survey department. To perform this job
successfully one must possess a thorough understanding of the theory and principles of
land surveying, and applicable laws, statutes or regulations within the relevant
jurisdictions.

Duties and Responsibilities include the following. Other duties may be assigned.

1.

2.

8.

9.

Communicate diplomatically and effectively with others including staff, clients
and partners.

Manage projects (client communications, budget, scope, and efficient schedule)
in order to be profitable.

Conduct research, assess level of effort, and prepare statements of work and
proposals.

Review, on a continuous basis, the general business climate for the department
to develop new business opportunities, ensure excellent customer service,
expand business and maintain existing relationships with clients.

Promote a marketing and promotional program aimed at increasing sales and
measuring department and company performance.

Develop and implement policies and procedures designed to promote a
collaborative team philosophy within and outside the company, and to build a
positive company image.

Refine the process of attaining higher office and company productivity by
analyzing organizational structure and systems, identifying resources (staff,
equipment, funds) required, and communicating with pertinent department
managers on the supporting strategies and needs involving company
strategies.

Monitor sales and market trends through publications, client contact and
business environment.

Develop new business opportunities through industry networking and
negotiation.

10.Continue education through seminars, classes, and additional readings.
11.Manage contracts up to $1 million.
12.Perform other related duties as needed and assigned.

Rev. 6/23



Qualifications: An individual must be able to perform each essential duty satisfactorily.
The requirements listed are representative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

Education/Experience: Bachelor's degree from a four-year college or university and
10 years of related experience; or equivalent combination of education and experience.
Six years of experience managing project teams preparing bid and construction
documents preferred.

Language Ability: Ability to read and interpret documents such as safety rules,
operating and maintenance instructions, and procedure manuals. Ability to write
reports, business correspondence, and proposals. Ability to effectively present
information and respond to questions from groups of managers, clients, customers, and
the general public.

Reasoning Ability: Ability to solve practical problems and deal with a variety of
concrete variables in situations where only limited standardization exists.

Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

Computer Skills: To perform this job successfully, an individual must have knowledge
of Microsoft Office; spreadsheet software; design software (i.e. Civil3D and/or
MicroStation, OpenRoads, and Bluebeam); project management software (i.e. MS
Project), network drives, email, internet browsers, and management systems as
dictated by project requirements.

Certificates and Licenses: Valid Driver’s License required; must possess a
Professional Land Surveyor’s license certified by the state of Oregon and must be in
good standing with the Oregon State Board of Examiners for Engineering and Land
Surveying (OSBEELS).

Supervisory Responsibilities:
1. Develop and maintain an effective department through the selection, training,
compensation, review and motivation of employees.
2. Develop and maintain a program for high performance standards and sound
employee relations.
3. Provide guidance and direction to employees to assist them in their professional
development.

Work Environment: The work environment characteristics described here are
representative of those an employee encounters while performing the essential
functions of this job. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.



The noise level in the work environment is usually moderate but occasionally can be
high.

While performing the duties of this job, the employee is occasionally exposed to outdoor
weather conditions.

The employee is occasionally exposed to work which takes place near traffic, moving
mechanical parts and heavy equipment.

Physical Demands: The physical demands described here are representative of those

that must be met by an employee to successfully perform the essential functions of this

job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand;
walk; sit; use hands; reach with hands and arms; and talk or hear. The employee is
occasionally required to stoop, kneel, crouch, or crawl. The employee must occasionally
lift and/or move up to 30 pounds.

Specific vision abilities required by this job include close vision, distance vision,
peripheral vision, depth perception and ability to adjust focus.

When visiting sites personnel are required to wear appropriate PPE. Certain work sites
will require the wearing of hard hats and safety glasses which will be provided by the
company. Safety vests and shirts are required for all work sites.



