
 Page 1 of 2 
H: \ Personnel Actions \ Job Descriptions \ Job Description Form.Doc (3/11/2001) 

 
 
 
 
 

JOB DESCRIPTION 

JOB TITLE: Engineering Specialist DATE:  

SALARY RANGE: R11  

DIVISION: Technical Services 

FL STATUS: Exempt  Non-Exempt  

UNION STATUS: Professional Unit  Administrative Unit  Non Union  

EMPLOYMENT STATUS: Full Time  Part Time  Temporary  

SUPERVISOR: Managing Architect 
 JOB SUMMARY 
 This is an exciting opportunity to be part of a professional team of construction professionals focused on Multifamily, 
Senior, and Special Needs rental affordable housing projects throughout the State.  The Division of Technical Services 
works in concert with other divisions to ensure that projects financed by the Agency meet acceptable housing quality 
standards and adhere to the Agency’s Multifamily and Supportive Housing Underwriting Program Guidelines and 
Financing Policies, inclusive of design standards.  The Technical Services Division staff is also responsible for reviewing 
projects for cost effectiveness and Climate Adaptation. Under supervision of the Managing Architect, the Engineering 
Specialist will review engineering related documents and provide comments; provide feedback on change order reviews; 
conduct site visits when necessary and submit clear and concise reports; assist in representing the HMFA on technical 
matters related to the assigned project; provide project specific deliverables including feasibility studies, technical 
investigation and resolution, and creation of technical documents; and perform other related duties as assigned. 

JOB RESPONSIBILITIES 
 1. Investigate engineering systems; make recommendations for best practices in order to resolve technical problems.   

 
2. Conduct a thorough review of engineering documents and provide comments for adequacy of design and code 

compliance. 
 

3. Assist in representing the HMFA on technical matters related to assigned projects. 
 

4. Review and evaluate shop drawings, change orders and material submittals approved by architect/engineer for 
conformance with contract documents. 
 

5. Submit clear, concise documents and reports containing pertinent technical information and recommendations in 
electronic format for compliance with Federal and State requirements. 
 

6. Provide project specific deliverables including feasibility studies, technical investigation and resolution, and creation 
of technical documents as required. 
 

7. Perform related tasks as assigned. 
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JOB DESCRIPTION 

JOB TITLE: Engineering Specialist DATE:  

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 
 - Familiarity with the principles and practices of architectural engineering, particularly civil, structural, mechanical, 

electrical, and plumbing.  
- Familiarity with applicable building and construction codes and standards, and energy efficiency best practices. 
 
- Ability to effectively review, analyze and draw accurate conclusions in relation to plans and specifications. 
 
- Ability to plan, organize and accomplish multiple assignments simultaneously. 
 
- Ability to establish effective working relationships with developers, construction officials, municipal officials, 

professional/technical groups, HMFA staff, and the general public. 
 
- Ability to communicate effectively orally, in writing, and to listen actively. 

 
- Ability to maintain a positive work atmosphere in an appropriate manner of behavior that ensures cooperation and 

effective communication with customers, clients, peers and management. 
 

JOB SPECIFICATIONS 
 Education and Experience Requirements 

Four (4) year college degree from an accredited college or university in engineering or engineering technology; five (5) 
years of experience in engineering and construction management support services; or an equivalent combination of 
education and experience that meets the required knowledge, skills and abilities.  Municipal engineering experience and or 
training, is a plus. 
Physical Demands 

Must possess the ability to negotiate within construction sites. 

Working Conditions 

General office environment; travel is required to conduct site inspections. 

Certificates & Licenses Required 

A valid driver's license in the State in which the person resides is required if the operation of a vehicle, rather than 
employee mobility, is necessary to perform the essential duties of the position. 
 
NJ Professional Engineering License a plus. 
LEED Certification a plus 
APPROVALS 

Prepared By:    

Approved By:  Date of Approval:  
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