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CONTRACT COMPLIANCE TECHNICIAN 
 

DEFINITION 
Under immediate or general supervision, monitors contract compliance and/or contract financial 
performance to verify contract terms, services provided, payment schedules, and reviews contract and/or 
payment process; reviews contractor work , assess compliance against previously established time and 
quality benchmarks; sorts, logs and maintains records and other documents; writes reports documenting 
observations and findings; interacts with contractors and District staff; and performs related duties as 
required. 
 
SUPERVISION RECEIVED AND EXERCISED 
Receives immediate or general supervision from Parks Superintendent or management staff and may 
receive lead direction from Parks Supervisor.  Incumbents in this class do not routinely exercise 
supervision. 
 
CLASS CHARACTERISTICS 
The Contract Compliance Technician is the technical level class responsible for overseeing the performance 
and activities of contractors providing custodial, pest control, specialized cleaning, security, and similar 
services to District facilities. This classification is distinguished from the next higher classification of the 
Parks Superintendent in that the latter is responsible for managing and overseeing all parks, grounds and 
facilities maintenance and operations within the District.  
 
EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 
Management reserves the right to add, modify, change, or rescind the work assignments of different 
positions and to make reasonable accommodations so that qualified employees can perform the essential 
functions of the job. 
 
 Develops service contract specifications.  
 Reviews, interprets, and analyzes contracts and related documents to determine appropriate service 

levels and to assure contractor compliance with contract requirements.  
 Liaison between District staff and the contractor. 
 Writes detailed inspection reports outlining any deficiencies in service levels and appropriate 

corrective actions. 
 Participates in the administration, monitoring and evaluation of contracts; monitors fiscal and legal 

liabilities of the same. 
 Interprets contract contents relative to contractors’ performance and compliance of agreement. 
 Prepares draft contract specifications and recommends contract changes based on observable needs.  
 Monitors contracts to ensure compliance, reviews, reports, and/or resolves areas of non-compliance, 

and addresses other concerns as necessary.  
 Monitors performance of outside contractors and subcontractors who provide specialized and/or 

administrative services. 
 Monitors contract compliance and/or contract financial performance to verify contract terms, services 

to be provided, and payment schedules and reviews contract and/or payment process.  
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 Supports maintenance of contract files throughout the terms of the contract, assists in completing status 
reports for management, and processes closeout documents at conclusion.  

 Prepares directive letters to contractors regarding contract compliance. 
 Conducts on-site inspections. 
 Investigates complaints regarding contractor services recommending solutions.  
 Analyzes contracts to determine requirements and develops a list of items to be checked during 

inspections to insure compliance 
 Prepares detailed, written inspection reports on deficient quality and frequency levels of contractor 

services and recommends corrective actions. 
 Reads and interprets contract language to understand terms and conditions of the contract and connects 

them with services provided and appropriate costs. 
 Identifies areas needing adjustment and makes suggestions to management to improve future contracts. 
 Prepares written reports to document vendor and contractor performance and closes out contract 

activity.  
 Demonstrates continuous effort to improve operations, decrease turnaround times, streamline work 

processes, and work cooperatively and jointly to provide quality seamless customer service. 
 Provides assistance in a variety of District events and projects. 
 Accepts responsibility for performing a wide variety of routine and complex office, clerical and 

administrative duties in support of assigned department/operational area. 
 Performs related duties as required. 

 
QUALIFICATIONS 
 
Knowledge of: 
 
 Principles of modern methods of public and business administration.  
 Principles and practices of local government. 
 Modern principles, practices, techniques and philosophies for public sector procurement and 

contract management.  
 Report preparation. 
 Cleaning fluids, chemicals, or other products used by contractors. 
 Principles, practices and techniques of current and advanced planning as it related to District services. 
 Principles and practices of project management. 
 Mathematic principles. 
 Safety principles and practices. 
 Methods and techniques for report preparation and business correspondence. 
 Professional English grammar, vocabulary, spelling and punctuation. 
 Principles and practices of customer service. 
 Modern office procedures including the use of computers and software applications relevant to the 

work performed. 
 Applicable federal, state and local laws, codes, regulations and policies related to assigned 

responsibilities. 
 

Ability to: 

 Learn policies, procedures and work methods associated with assigned duties. 
 Interpret, apply and ensure compliance with federal, state and local policies, procedures, laws, rules 

and regulations governing department operations. 
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 Analyze contracts, reports, and various proposals. 
 Evaluate program operations; recommend new procedures and techniques. 
 Review and interpret various financial records. 
 Review or check the work product of others to insure conformance to standards. 
 Exercise good judgment in performing inspections. 
 Perform mathematical calculations quickly and accurately. 
 Demonstrate strong customer service skills. 
 Analyze situations, project consequences of proposed actions and implement recommendations.  
 Understand and interpret written material, including technical material, rules, regulations, 

instructions, reports, charts, graphs, or tables; applies what is learned from written material to 
specific situations. 

 Exercise good judgment in performing inspections 
 Prepare and present clear concise and logical written and oral reports.  
 Prepare administrative reports. 
 Demonstrate strong customer service skills. 
 Work independently and as part of a team. 
 Operate modern office equipment including computers and specialized software applications relevant 

to work performed. 
 Follow written and oral directions. 
 Effectively communicate verbally and in writing. 
 Establish and maintain effective working relationships with those contacted in the course of work. 
 Maintain confidentiality. 
 
Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and abilities 
is qualifying.  A typical way to obtain the required qualifications would be: 
 
Equivalent to completion of the twelfth (12th) grade supplemented with 60 college units with major course 
work in public administration, finance, business, government, or a related field; 
 

AND 
 
Two (2) years of increasingly responsible work experience and training which provide the ability to 
interact with staff and service providers, ability to analyze and interpret moderately complex contracts. 
 
Licenses and Certifications: 
 Possession of, or the ability to obtain, a valid class C California driver’s license.  

 
PHYSICAL DEMANDS 
 
Must possess mobility to work in the field; strength, stamina, and mobility to perform light to medium 
physical work; to sit, stand, and walk on level and slippery surfaces; to reach, twist, turn, kneel, bend, stoop, 
squat, crouch, grasp and make repetitive hand movement in the performance of daily duties; to work in 
confined spaces and around machines, to climb and descend ladders, to operate varied hand tools, and to 
operate a motor vehicle and visit various District sites; vision to inspect and operate equipment, and to read 
printed materials and computer screens; and hearing and speech to communicate in person and over the 
telephone or radio.  The job involves fieldwork requiring frequent walking in operational areas to identify 
problems or hazards.  Finger dexterity is needed to operate and repair tools and equipment, and to access, 
enter, and retrieve data using a computer keyboard.  Employees must possess the ability to lift, carry, push, 
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and pull materials and objects averaging a weight of 25 pounds, in all cases with the use of proper 
equipment. 
 
Must possess mobility to work in a standard office setting and use standard office equipment, including a 
computer; vision to read printed materials and a computer screen; and hearing and speech to communicate 
in person and over the telephone.  Finger dexterity is needed to access, enter, and retrieve data using a 
computer keyboard or calculator and to operate standard office equipment.  Positions in this classification 
occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed to retrieve and file 
information. 
 
Some of these requirements may be accommodated for otherwise qualified individuals requiring and 
requesting such accommodations. 
 
ENVIRONMENTAL ELEMENTS 
 
Employees work in the field and are exposed to loud noise levels, cold and hot temperatures, inclement 
weather conditions, road hazards, vibration, confining workspace, chemicals, mechanical and/or electrical 
hazards, hazardous physical substances and fumes, dust and air contaminants.  Employees may interact 
with upset staff and/or public and private representatives in interpreting and enforcing departmental policies 
and procedures.    
 
Employees may work in an office environment with moderate noise levels and controlled temperature 
conditions. 
 
WORKING CONDITIONS 

May be required to be on-call and to work various shifts or emergencies on evenings, weekends, and 
holidays. 
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