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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10619- PMDB
ANALYST’S INITIALS

NSW
DATE

11/19/15


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE

Associate Space Planner
	POSITION NUMBER

719-509-4715-021

	TENURE

Permanent 
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

REAL ESTATE SERVICES DIVISION 

	LOCATION OF POSITION (CITY or COUNTY)

WEST SACRAMENTO
	 FORMDROPDOWN 
 SALARY

$4,829
TO
$6,048

	SEND APPLICATION TO:

Personnel Liaison 
707 3rd STREET, 5th Floor
West Sacramento, CA 95605



Attn:  Jody Zonneveld
	REPORTING LOCATION OF POSITION

707 3RD STREET, WEST SACRAMENTO
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - HOURS OF WORK ARE NEGOTIABLE
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-1860
	PUBLIC PHONE NUMBER

    
	

	
	SUPERVISED BY AND CLASS TITLE

State Facilities Manager I
	FILE BY

12/01/15


	<br>

PLEASE REFERENCE RPA 10619 AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION
<br> 
The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”   DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations. <br>
<br> 

This position is designated under the Conflict of Interest Code. The position is responsible for making, or participating in the making, of governmental decisions that may potentially have a material effect on personal financial interests. The appointee is required to complete form 700 within 30 days of appointment. Failure to comply with the Conflict of Interest Code requirements may void the appointment. <br>
<br> 

SELECTION CRITERIA <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods. <br>
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br> 
ESSENTIAL FUNCTIONS <br> 
<br> 
In order to analyze and determine the appropriate space requirements for state agencies in accordance with the State Administrative Manual (SAM), Real Estate Services Division’s (RESD) policies and procedures, the program budget, and various federal, state and local codes and regulations: <br> 
· Evaluates customer’s space requests for program requirements, lease terms, budget, time constraints and justifications for the space action requested, by reviewing data provided by the customer’s space action request forms, including: program data, plans, specifications, written justification, budget information and anticipated schedule for occupancy. <br> 
< 


	THE STATE OF CALIFORNIA IS AN EQUAL OPPORTUNITY EMPLOYER TO ALL, REGARDLESS OF AGE, ANCESTRY, COLOR, DISABILITY (MENTAL AND PHYSICAL), EXERCISING THE RIGHT TO FAMILY CARE AND MEDICAL LEAVE, GENDER, GENDER EXPRESSION, GENDER IDENTITY, GENETIC INFORMATION, MARITAL STATUS, MEDICAL CONDITION, MILIARY OR VETERAN STATUS, NATIONAL ORIGIN, POLITICAL AFFILIATION, RACE, RELIGIOUS CREED, SEX (INCLUDES PREGNANCY, CHILDBIRTH, BREASTFEEDING AND RELATED MEDICAL CONDITIONS), AND SEXUAL ORIENTATION.  
            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929
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	 CLASS TITLE

Associate Space Planner
	POSITION NUMBER

719-509-4715-021

	RPA NUMBER

10619-PMDB 
	FILE BY


12/01/15

	<br> 
· Performs economic feasibility studies by applying technical knowledge and experience, and researching current market construction costs and technical reference manuals. <br> 
· Evaluates pending legislation that may affect the state’s facility needs and leasing operations by applying the proposed legislative language, analyzing its impact and making recommendations for improvements to the planning and leasing policies and practices in order to further provide service to customers and to protect the state’s interest. <br> 
· Evaluates available data regarding potential facilities to assess their suitability for customer’s needs by personally reviewing available plans, inspecting potential facilities and determining if they meet the state’s requirements. <br> 
<br> 
In order to develop project exhibits including plans and specification in accordance with federal, state and local codes and regulation, SAM, planning policies and procedures and the customers program requirements: <br> 
· Prepares narrative programs and/or drawings utilizing the Computer Aided Drafting and Design system (CADD) and freehand scale sketches of space requirements. <br> 
· Prepares specifications, reports, design and construction estimates utilizing various software including MS Word, Excel and Projects. <br> 
· Coordinates with the Delineator in the finalization of exhibit drawings by providing input regarding the customer’s space requirements utilizing preliminary sketches and/or CADD drawings. <br> 
· May create standardized CADD formats for agency projects, utilizing knowledge and proficiency regarding the CADD system. <br> 
<br> 
Meets with building owners, contractors, developers and other real estate industry professionals to explain the state’s facility requirements and specific customer needs using the state’s standard planning and leasing policies and documents and the customer’s program data in accordance with the Planning Manual, federal, state and local codes and regulations.  Coordinates, inspects and manages all phases of construction to insure satisfactory workmanship, project schedule and compliance through site inspection and various documentation i.e., change orders and invoices in accordance with the state’s lease documents, including plans and specifications. <br> 
<br> 

Meets and consults with customers in order to assess their programs’ needs and analyze space requirements relating to office, lab, warehouse and other types of facilities to be leased for state occupancy and compare their needs with approved regional plans utilizing various types of communication including telephone, e-mail, and meeting at appropriate locations in accordance with SAM, and established office policies and procedures. <br> 
<br> 
Prepares status reports on projects and meets with customer agencies to provide updates regarding progress of projects and resolve problems; using PC software such as, Word, Excel and Access Database, in accordance with RESD’s customer service principles and project management policies. <br> 
<br> 
MARGINAL FUNCTIONS <br> 
Provides advice, assistance and training to other space planners and delineators, and assists in preparation and delivery of specific training programs on planning policies and procedures to in-house staff and to customers in order to improve RESD’s services and staff performance, using PC software such as Word and PowerPoint and using effective communication and presentation skills in accordance with the office goals and objectives of improving performance. <br> 
<br> 

Participates in Matrix teams or small work groups in order to resolve procedural problems related to planning and leasing by developing, proposing and implementing new office-wide procedures which actively contribute to effective communication and cooperation in accordance RESD’s policies for matrix teams. <br> 
<br>
KNOWLEDGE AND ABILITIES <br>
Knowledge of:  Principles and practices of architecture, office planning and design, and development of facilities planning programs; building code requirements and other regulations affecting building design; architectural and building materials; project management; structural, mechanical and electrical engineering as related to buildings. <br>
<br>
Ability to:  Do designing, rendering, planning and drawing; lay out, inspect, and check the work of others; review and utilize existing facilities and make recommendations for more efficient, economical and functional utilization of space; analyze situations accurately, make recommendations, and take effective action; establish and maintain cooperative relationships with those contacted in the work; communicate effectively, coordinate and manage projects to completion; promote and be accountable for customer satisfaction and quality service; initiate or recommend changes that promote innovative solutions to meet customer needs. <br>
<br>
SPECIAL PERSONAL REQUIREMENTS <br>
Demonstrated creative and artistic ability, tact, and willingness to travel throughout the State. <br>
<br>
DESIRABLE QUALIFICATIONS <br>
· Understand and apply skill related to planning, layout, designing, drawing rendering, inspecting, checking the work of others. <br> 

· Review existing facilities and make recommendations for effective and functional utilization of space. <br>
· Analyze situations accurately, make recommendations, and take effective action. <br>
· Establish and maintain cooperative relationships with those in the work place. <br>
· Communicate effectively. <br>
· Coordinate and manage projects from initiation to completion. <br>
· Promote and be accounted for customer satisfaction and quality service. <br>
· Initiate or recommend changes that promote innovative solutions to meet customer needs. <br>
· Understand and apply the federal, state and local laws, policies, rules and regulations as it relates to Planning and Leasing of real property for public use purposes. <br>
· Willingness to travel throughout the State. <br>
· Set priorities, organize, and work independently with high level agency officials, and with building owners. <br>
· Communicate effectively and display professional conduct. <br>
· Effective use of a computer using CADD, Word, Excel, Access, Scheduling software, Outlook and PowerPoint. <br>
<br>


WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Professional office environment and appropriate dress. <br>
· Effectively handle a heavy workload, managing multiple priorities with critical deadlines. <br>
· Communicate effectively both orally and in writing. <br>
· Travel throughout the State by vehicle or airplane to visually evaluate the interior and exterior of buildings. <br>
· Access construction zones & building maintenance areas and by climbing ladders & stairs to roofs, equipment areas and mechanical rooms. <br>
· When working at a construction zone, may be required to wear safety equipment at the construction site which includes hard hat, safety glasses and boots. <br>
· Work extended hours. <br>



