
DIRECTOR OF OPERATIONS (CAPITAL PLANNING  PROGRAM) 
 
 

DISTINGUISHING FEATURES OF THE CLASS: Under general supervision and in consultation 
with the Commissioner and First Deputy Commissioner of Public Works and Transportation, the 
incumbent of this position is responsible for directing, coordinating and implementing the activities 
of Westchester County’s five-year Capital Planning program unit, which manages and coordinates 
the capital planning process for building and infrastructure projects in the planning, design and 
construction phases as well as other initiatives. Responsibility involves working with leadership to 
prioritize all capital projects; providing long and short-term strategic planning assessments, 
coordinating and participating in capital project meetings at any phase to ensure that projects are 
progressing in a timely manner, and working with consultant contracts to ensure the capital 
improvement needs of stakeholder departments (Public Works and Transportation, 
Environmental Facilities, and Parks, Recreation and Conservation) are managed in an equitable 
and orderly fashion. Extensive liaison is maintained with managers in stakeholder departments to 
ensure goals and objectives are clearly defined; external partners such as consultants, 
municipalities and agencies to ensure coordination of project and work timelines, and engineering 
and other professional staff within the department to solicit information needed to properly carry 
out position responsibilities. Supervision is exercised over professional, technical and 
administrative support staff. Does related work as required. 
 

EXAMPLES OF WORK: (Illustrative Only) 
 
Directs the activities of the Capital Projects group; ensuring the administration and implementation 
of all capital projects for Westchester County; 
 
Consults with the Commissioner, First Deputy Commissioner and other executive staff in the 
Department of Public Works and Transportation as well as  the Budget office, the County 
Executive’s Office and other departments such as Parks, Recreation and Conservation, 
Corrections, Emergency Services, etc. in the prioritization of capital project initiatives for all 
County departments; 
 
Works with departmental leadership in the formulation of practices and procedures for capital 
improvement projects, including the use of automated reporting system data to track and evaluate 
project progress, change orders, financial data, vendors, and vendor performance; 
 
Directs, coordinates and participates with professional, technical and administrative employees 
in planning, preparing and estimating capital improvement projects for buildings and infrastructure 
in design and construction phases, for both in-house managed projects and projects managed 
through consultant contracts; 
 
Works with engineering, technical and administrative staff throughout the department to ensure 
that capital planning processes are clearly defined and implemented consistently for each unit 
(i.e. contract management, civil, buildings, environmental facilities); 
 
Works with engineering, technical and administrative staff throughout the department to 
coordinate meetings involving various stakeholder departments to consult about planned capital 
as well as projects in progress in order to help address any issues , and to track project 
progression; 
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EXAMPLES OF WORK: (Illustrative Only) (Cont’d.) 
 
Advises and consults with the Commissioner and executive staff regarding the progress of project 
planning and development, and on issues relating to the execution of capital projects in progress; 
makes recommendations to amend processes, or assists in resolving complex problems in the 
field; 
 
Uses a variety of automated reporting mechanisms and holds regular meetings to track progress 
of projects in all stages of development and execution;   
 
 
Coordinates capital project planning operations with the departments of Law, Planning and 
Budget and other outside agencies to consult on issues relating to proposed contracts, the 
funding of projects, and in planning project work schedules with municipalities and utility 
companies, etc.; 
 
 
Provides information and support, and makes presentations as necessary, to the County 
Executive’s Office and the Board of Legislators regarding the department’s capital planning, 
including annual and project-specific requests for capital and bonding approval. 
 
Works with the capital project team in evaluating capital improvement project proposals submitted 
by stakeholder departments or consultants; advises staff on issue resolution in order to finalize 
submissions, as needed; 
 
Serves as staff member to the County’s Capital Projects Executive Committee; 
 
Ensures the appropriate and timely reporting of statistics, costs, inspections studies and other 
documentation as required; 
 
Works closely with executive leadership 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; 
 
Uses computer applications or other automated systems such as spreadsheets, word processing, 
calendar, and email and database software in performing work assignments; 
 
May perform other incidental tasks, as needed. 
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FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:  Good 
knowledge of engineering, budgeting, cost estimating and procurement for the purposes of 
monitoring adherence to capital projects’ specifications;  good knowledge of departmental 
objectives, policies, operations as they relate to capital projects;  ability to establish effective 
working relationships with individuals from other County departments as well as municipal, state 
and federal agencies as well as 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 
Engineering or a closely related field; and six years of experience in engineering or construction 
administration, three years of years of which must have involved the oversight and coordination 
of consultants and/or contractors working on complex public sector capital improvement projects*; 
and three years of which must have involved  experience in capital planning of building and 
infrastructure multi-year programs including roads, bridges, parks, environmental facilities, 
transportation systems, etc. or (b) a Bachelor’s Degree* and seven years of experience as stated 
in (a) including the specialized experience. 
 
SUBSTITUTION: Satisfactory completion of 30 credits towards a Master’s Degree* in Engineering 
or a related field may be substituted for one year 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: E0962 
J.C.: Competitive       Job Group: XV 
DRC3 
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