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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8577- PMDB
ANALYST’S INITIALS
DWM
DATE

7/23/2014


	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

Supervising Architect

	POSITION NUMBER

719-407-3958-XXX

	TENURE

Permanent 
	TIME BASE

Full Time 
	CBID

S09

	OFFICE OF

Project Management & Development Branch
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento, Yolo County
	Monthly Salary
$8,259 - $10,340


	SEND APPLICATION TO:
Personnel Liaison 
707 Third Street, 5th Floor
West Sacramento, CA 95605

Attn:  Jody Zonneveld
	REPORTING LOCATION OF POSITION

707 Third Street, West Sacramento, CA 95605
	

	
	SHIFT AND WORKING HOURS

Days - 8:00 am - 5:00 pm (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

Teresa Kaneko, Principal Architect 
	FILE BY

7/31/2014


	PLEASE REFERENCE RPA 8577 ON THE APPLICATION
<br>

The Department of General Services’ (DGS) Core Values and Expectations of Supervisors and Managers 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 managers and supervisors are to adhere to the Core Values and Expectations of Supervisors and Managers, and to exhibit and promote behavior consistent with 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 a 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>
· Out of class assignments may be considered for this position.  <br> 
<br> 
Essential Functions <br> 
In order to manage and provide leadership to the architectural staff, and the other interior design, space planning and support staff, the Supervising Architect shall: <br> > 
<br> 
Supervise, plan, schedule, assign, review and evaluate the work of subordinate staff in the provision of  architectural project services in accordance with the specified standards and codes, by performing the following tasks: <br> 
<br>  <
· Develops functional project programs by meeting with clients, consulting with staff and analyzing project requests. <br> 
· Visits and inspects project sites to document existing conditions with sketches, photographs and notes. <br> 
· Develops project fees and man-hour estimates by analyzing client programmatic needs and service requests, consulting with other engineering discipline supervisors, meeting with subordinate staff, and completing detailed task level fee spreadsheets. <br> 
· Prepares sketches, drawings, and outline specifications utilizing manual drafting tools, CADD software, word processing programs and other office software applications. <br>



	CALIFORNIA STATE GOVERNMENT ( EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.   IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 

A DRUG FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE 

THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.

DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929
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	 CLASS TITLE

Supervising Architect

	POSITION NUMBER

719-407-3958-XXX

	RPA NUMBER

8577– PMDB

	FILE BY

7/31/2014

	<br> 
· Reviews design packages with clients and control agencies using professional knowledge and judgment, checklists, guidelines and office procedures. <br> 
· Prepares preliminary drawings, including models, through personal effort, direction of subordinate staff and coordination with other design disciplines. <br> 
· Develops construction documents through personal effort, direction of subordinate staff and coordination with other design disciplines. <br>
· Ensures high quality construction documents by performing inter-disciplinary coordination checks for conflicts, inconsistencies and constructability issues and back checks corrected documents. <br>
· Obtains final approvals from reviewing agencies by responding to review comments, updating construction documents and meeting with plan reviewers. <br>
· Assists the Project Architect with construction phase activities by participating in periodic construction meetings. <br>
<br>
In order to oversee and assist staff in preparation or architectural/engineering fee analysis for projects, the incumbent performs the following tasks in accordance with guidelines, standards and codes: <br>
· Secures and manages the services of private sector architectural and engineering consultants Identifies by preparing Estimates of the Value of Services, preparing Advertisements for Architectural and Engineering Requests for Qualifications , reviewing Statements of Qualifications, conducting consultant interviews, negotiating scope of services and fees, managing the contract and  authorizing fee payments. <br>
· Oversees and coordinates the preparation of professional documents by utilizing project scopes. <br>
· Makes major design decisions, in the state’s interest, that affect cost by review of construction options and alternatives.

· Evaluates the work of consultants for completeness, accuracy, and adherence to scope by personal review of deliverables and work product to include plans, specifications, cost estimates, studies. <br>
· Directs the activities of architectural design and planning staff by personal review of preliminary, final design, discussions with individual staff and participation or leadership of project team meetings. <br>
<br> r>r>
>
In order to effectively manage, coach, and direct subordinate staff in accordance with DGS constructive intervention process, Office of Legal Services direction, and established personnel, equal employment opportunity, and MOU provisions,  policies, rules, and regulations: <br>
· Identifies performance expectations utilizing probationary reports and/or Individual Development plans and convey expectations to the employee via written and verbal communication/direction. <br>
· Monitors performance through various production documents, supervisor’s daily reports, personal observations, and by following-up with employee to ensure that performance expectations are being met. <br>
· Provide feedback to employees on performance noting exceptional performance as well as areas of improvement through regular discussions. <br>
· Sustain employee performance using the departmental constructive intervention and progressive discipline principles and processes. <br>
· Prepares daily, weekly and monthly management unit reports to Regional Manager using established BPM forms and report formats. <br>
· Conducts hiring interviews after verifying eligibility with the Office of Human Resources’ (OHR) staff. <br> 
· Advises all appropriate personnel of candidate selection/proposed hire securing departmental approvals, ensuring pre-hiring requirements (documents) are completed and cleared by OHR, and proposed start date has been communicated to OHR through telephone or email communication. <br> 
In order to supervise office reviews of construction documents and cost estimates in accordance to guidelines, standards and government codes, the incumbent: <br> 
· Resolves workload issues by conducting unit meetings. <br> 
· Sets project priority by. <br> 
In order to maintain an accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants of subordinate staff’s time or accurate reporting to the Office of Fiscal Services (OFS) for the billing of services for clients through the use of the Project Accounting & Leave (PAL) system in accordance with DGS policies and guidelines, MOU provision and State Personnel Board or Department of Personnel Administration laws and rules, and effectively manages and directs subordinate staff  in accordance with established Equal Employment Opportunity and personnel policies, rules and regulations: <br>
· Grants or denies subordinate staff request for time off or requests to work overtime. <br>
· Ensures subordinate staff has sufficient leave credits available for the requested leave. <br>
· Approves PAL entries for subordinate staff on dock or AWOL on or before the designated SCO’s semi-monthly or monthly payroll cut-off date in order to ensure issuance of a SCO warrant for pay day. <br>
· Approves or disapproves PAL entries for subordinate staff within three (3) working days after the completion of the pay period.  This is to ensure the correct issuance of a SCO warrant that is returned to SCO for late dock, issuance of correct overtime pay due to an employee and proper billing to clients for services rendered. <br>
<<br>
Marginal Functions <br>
Renders consulting service to all state agencies and other governmental units as directed by the Professional Services Branch.  This includes program planning, master planning, cost control budgeting, operating problems, assistance regarding codes, or economics of projects.  Serves as a member on pre-selection or final selection committee for private consultant services. <br>
Knowledge and Abilities <br>
Knowledge of:  Architecture, architectural practice, details of planning and designing of public buildings, and groups of buildings; architectural and building materials; costs, codes, and construction methods; structural, electrical, and mechanical engineering as related to buildings, methods of organization and personnel management; principles of budgeting; the department's the Equal Employment Opportunity (EEO) objectives; a manager's role in the EEO Program and the processes available to meet EEO objectives.
<br> 
Ability to:  Make and analyze comprehensive architectural designs; present information clearly and effectively in pictorial and written forms; analyze situations accurately, and adopt an effective course of action, and direct the work of a group of architectural designers or project architects; effectively contribute to the Equal Opportunity objectives. <br> 
br>
Special Characteristics <br>
Possession of a valid certificate of registration as an Architect issued by the California State Board of Architectural Examiners is required. <br>
<
DESIRABLE QUALIFICATIONS <br>
· Excellent leadership skills. <br>
· Exercise a high degree of diplomacy, tact, professionalism, initiative and independence. <br>
· Willingness and ability to multi-task in a stressful environment and perform completed staff work. <br>
· Excellent problem solving skills. <br>
· Experience with public real estate leasing, planning and construction involving multi-million dollar transactions. <br>
· Excellent communications, analytical, and negotiation skills. <br>
· Analyze situations accurately, make recommendations, and take effective action. <br>
· Establish and maintain cooperative relationships with those in the workplace. <br>
· Promote and be accountable for customer satisfaction and quality service. <br>
· Initiate or recommend changes that promote innovative solutions to meet customer needs. <br>
· Set priorities, organize and work independently with high level state agency officials, local building officials and building owners. <br>
· Knowledge of design and construction law, practices, and terminology as applied to public sector. <br>
· Excellent computer skills including the use of the Internet, electronic mail, work, spreadsheets and data bases. <br>
· Understanding of the State Legislative and Budget process. <br> 
· Drive to remote locations, which require a valid CA driver’s license.  <br> 
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Office environment, appropriate professional dress. <br>
· Requires ability to work under pressure, effective handle stress and tight deadlines. <br> 
· Daily use of personal computer with related applicable software at a work station. <br>
· Drive to remote locations, which require a valid CA driver’s license. <br> 
· Bend, stoop or stand for an extended period of time. <br>
· Walking and moving about over rough and uneven terrain. <br>
· Frequent lifting of office supplies, books and manuals weighing up to 15 pounds. <br>
· Travel throughout the State by vehicle or airplane. <br>
· Communicate effectively both orally and in writing. <br>
· 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>
· Indoor wok is common, although outdoor work may be required working in all weather conditions. <br>
· May involve entering jobsite within a no-hostage zone or secured areas such as State prisons, youth authority institutions and mental hospitals. <br>
<br> 



