
City of Castlegar 
POSITION DESCRIPTION 

 
POSITION TITLE: 
 
PROJECT MANAGER 
 

DATE: 
 
JANUARY 2023 

DEPARTMENT: 
 
MUNICIPAL SERVICES - ENGINEERING 

REPORTS TO: 
 
MANAGER OF ENGINEERING & INFRASTRUCTURE 

 
SUMMARY 

Reporting to the Manager of Engineering & Infrastructure, the Project Manager is responsible for the 

successful delivery of assigned capital projects and initiatives. 

 

The Project Manager will provide direction and leadership in the planning and delivery of new capital 

projects, 5-year capital planning and City strategic initiatives related to the City’s municipal infrastructure. 

The Project Manager will utilize extensive experience and knowledge of capital project management, 

planning, design, construction, and project administration to deliver capital projects. In addition, this role 

is responsible for the development and definition of project scopes, schedules, and budgets. Will oversee 

project consultants for the delivery of feasibility/concept level studies, schematic designs, design 

development, permit applications, and the necessary internal reviews, approvals and reporting as required 

for assigned projects. The role will require seeing through assigned projects from concept to completion 

by utilizing internal or external resources to develop project concepts, preliminary designs, detailed 

designs and tender documents and will oversee contract administration during construction.     

 

RESPONSIBILITIES 
1. Promotes and manages the health, safety and well-being of internal staff and external 

stakeholders associated with assigned projects. 

 

2. Complies with all policies, rules, and regulations of the municipality as well as federal and provincial 

governments and their agencies. 

 

3. Leads and assists in the development of project scopes, budgets, schedules and other planning. 

 

4. Assists in the development of 5-year capital plans and corporate strategic planning. 

 

5. Monitors expenditures against the budget on an on-going basis and takes appropriate action to 

maintain a balanced budget for assigned projects. 

 

6. Leads and assists in communication, outreach, and engagement as necessary to keep internal and 

external stakeholders involved and informed on projects assigned. 

 

7. Applies for applicable project grants and satisfies all applicable grant requirements and reporting. 

 

8. Assists in the management of the purchasing of goods and services in accordance with the City’s 

Purchasing Policy. 

 

9. Reviews, prepares and recommends up-dates to applicable policies and bylaws. 
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10. Ensures cost effectiveness related to capital spending. 

 

11. Prepares clear, concise reports to management, senior administration and Council related to 

recommendations on engineering and infrastructure, policy, approval of plans, etc. 

 

12. Attends internal and external meetings, acting as a City representative in a professional capacity, 

analyzes and advises on capital implementation processes, receives public and other professional 

input; explains City policies and prepares related summaries, reports and correspondence. 

 

13. Liaises with Third Party entities such as utility providers, Ministries, and regulatory authorities to 

seek and satisfy permit and reporting requirements. 

 

14. Maintains meaningful relationships with stakeholders through regular reporting and 

communication using excellent verbal, written, and presentation skills enabling timely progress of 

projects. 

 

15. Acts as the Manager of Engineering & Infrastructure in his or her absence when requested. 

 

16. Other duties and special projects as assigned.  

 

QUALIFICATIONS 

 
Required Knowledge, Abilities and Skills 

 

Required Education, Training and Experience 

Demonstrated experience and understanding with 

design and construction of municipal 

infrastructure. 

Bachelor of Applied Science in Civil Engineering or 

related field or a diploma in Civil Engineering 

Technology or related field. An equivalent 

combination of education and experience may be 

considered. 

Ability to analyze complex situations, determine 

appropriate courses of action and prepare reports 

related to the same for discussion. 

Ability to apply for membership as a Professional 

Engineer (P.Eng.) with Engineers and Geoscientists 

of British Columbia (EGBC) and/or as an Applied 

Science Technologist (AScT) with Applied Science 

Technologists and Technicians of British Columbia 

(ASTTBC). 

Knowledge of procurement practices and 

processes. 

Project and Contract Administration Education or 

equivalent experience. 

Ability to handle multiple priorities effectively and 

meet deadlines. 

5 - 7 years of progressive experience in a related 

position with a focus on project management or 

coordination. 

Excellent interpersonal skills and the ability to 

establish and maintain effective working 

relationships with internal and external contacts 

and to deliver exceptional customer service. 

Proficient in MS Office (Word, Excel, Access, 

PowerPoint). 
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Ability to establish and maintain a high degree of 

public confidence and public relations. 

British Columbia Class 5 Driver's License or 

equivalent. 

Ability to foster and maintain a positive team 

environment, share work expertise and 

knowledge and support, train and develop other 

staff as needed. 

 

Ability to work independently.   

Ability to maintain confidentiality at all times.  

 


