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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9180- PMDB
ANALYST’S INITIALS
DWM
DATE

1/8/2015


	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

Sr. Architect 

	POSITION NUMBER

719-404-3961-007
  
	TENURE

Permanent 
	TIME BASE

Full Time 
	CBID

U09

	OFFICE OF

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

West Sacramento, Yolo County
	Monthly Salary
Sr. Architect
$8,122 - $10,166


	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
Tom Wells, Supervising Architect
	FILE BY

1/20/2015


	                      PLEASE REFERENCE RPA #9180 AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION 
<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> 

All work to be accomplished by the Senior Architect shall be under direction of the Supervising Architect and/or the Principal Architect in accordance with guidelines of the Department of General Services (DGS), Project Management and Development Branch (PMDB), Architecture and Engineering Section (AES) manuals, Real Estate Services Division (RESD) strategic plans, UBC standards, CA Code of Regulations, SAM, Public Contract Code and CA Government Code.
<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>
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>
In order to oversee, assist, and direct staff in project delivery methodologies consistent with RESD and PMDB policies and procedures and generally accepted industry practices: <br> 
· Develop project scope, schedule, and budget for each project based upon the client criteria (i.e. BCP and COBCP) utilizing RESD procedures. <br> 
· Develop project plot plans, floor plans, elevations and sections for the most difficult projects using AutoCAD drafting software. <br> 
· Develop and monitor project fees for each phase and monitor funding over the various project phases utilizing RESD/PSB reporting tools. <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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	RPA NUMBER
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	<br> 
· Review project design with the client and appropriate control and regulatory agencies through the timely review of the plans and specifications to assure conformity within parameters of predetermined scope. <br> 
· Act as state’s agent during bidding processes by monitoring, communicating, and disseminating information between all interested parties to assure accurate responses to contractor’s requests for information (RFI). <br> 
· Accountable for the successful compliance of all aspects of the contracting code in regard to bidding and awarding on all projects utilizing DGS/RESD policies and procedures and the State Administrative Manual. <br> 
· Coordinate the clarification of all conflicts in the contract documents for all parties in a timely fashion utilizing the most effective communication method (i.e. phone, e-mail, meeting, etc.) to assure project remains within the approved schedule. <br>
· Initiate, negotiate and issue change orders using PMDB procedures and coordinating with all staff and contractors.  <br>
· Conduct periodic on-site observations during construction to assure project construction is consistent with the contract documents, within the budget (based on the monthly payment requests) and on schedule through the review of inspection reports, the plans, specifications and the physical observation.  <br>
· Coordinate the assembling of all warranty, guarantee and related documents as identified in the specifications upon completion of each project by ensuring that all appropriate documents are included and forwarded (via mail/deliver) to the appropriate client agency for filing and retention purposes.  <br>
· Review final as-built drawings for accuracy and completeness utilizing the contractor’s marked up drawings and plans and then deliver copies to the Division’s vault via the mail, interagency mail or hand delivery. <br>
<br>
In order to manage and produce documents for the most difficult projects for AES in accordance with applicable regulations, legislative mandates, client requirements, and RESD/PMDB guidelines. <br>
· Coordinate the project  within RESD using the matrix management delivery model to assign task duties and responsibilities to associate architects and project teams including developing scopes and budgets and/or negotiating professional service agreements(PSA) and other types of interagency agreements(IA) and memorandums of understanding (MOU). <br>
· Manage the programmatic design needs and client scope requirements by communicating to the design team and overseeing the output for conformity. <br>
· Assist client activities to secure funding by assembling various project documents and reports that can be used to establish scopes, budgets and schedules.  As required to support clients funding requests with the Department of Finance (DOF) staff by providing briefings as requested. <br>
· Establish project management plans that outline the project’s implementation by reviewing with all parties to assure they have a clear understanding of everyone’s roles and responsibilities.  <br>
· Assist with the initial planning and development of future project by doing site assessments, and discussions of user needs as requested by the clients. <br>
· Oversee private design professionals through review of documents and communication to assure consistency with State and PMDB/RESD standards and guidelines and to properly coordinate all aspects of the projects delivery to remain within the agreed scope, schedule and budget. <br>
<br>
In order to develop project budgets and to then to monitor expenditures of  funds within RESD/PMDB guidelines and procedures;  <br>
· Provide input during the transfer of funds from the client to assure that the amounts conform to the agreed budget and schedule by communicating (via e-mail, phone, meeting) and that the Form 22 is in agreement. <br>
· Monitor and manage project funds throughout all phases establishing specific budgets for all expenses by activity using RESD/PMDB systems (i.e. ABMS, etc.). <br>
· Reconcile project expenditures to assure costs stay within funding categories by the continued review/monitor of the project expenditures in conjunction with the work progress.  <br>
· Review and approve all project related invoices for payment to accurately compensate consultants and contractors by signing the invoices after determining if the payment is the appropriate amount for the accepted percentage of work completed.  <br>
<br>
In order to provide sound architectural design input regarding the review of special architectural featured structures in accordance with industry standards, RESD/PMDB policies and procedures and codes and regulations: <br>
· Provide technical expertise with recommendations on complex, historical or politically sensitive buildings and structures by applying experience in conjunction with the project plans. <br>
· Provide recommendations and analysis by completing risk assessments analysis to assure project goals are achieved within budget and time constraints. <br>
<br>
In order to maintain accurate and timely schedule updates on projects in accordance with Program guidelines and established formats; <br>
· Communicate status of all assigned projects to supervisors, managers, control agencies, and clients by use of periodic detailed reports, meetings and adjust schedules as required to compensate for unforeseen delays. <br>
· Provide input to support staff on the project files/documentation by identifying information necessary to maintain an accurate and complete historical record of the project with documented funding transfers and expenditures. <br>
· Close out projects by following the established Close-out procedures on all assigned projects using the RESD established guidelines. <br>
<br>
Upon request by the Supervising Architect, Chief, or executive management, prepares the appropriate budget and schedules in order to assist clients in securing project funds through the budgetary process utilizing the contract documents (i.e. scope, plans, etc.) in accordance with Departmental and Branch guidelines and policies.  In addition, work in conjunction with DGS Budgets, the LAO and DOF to ascertain whether grant funding is available for distribution in accordance with policies and guidelines set forth by the Legislature and Department of Finance. <br>
<br>
MARGINAL FUNCTIONS <br>
In order to select the most qualified consultant and execute a contract in accordance with the scope and budget language, at the direction of the Legislature or client agency and DOF: <br>
· Prepares advertisement and request for qualifications utilizing boilerplate language in Microsoft Word. <br>
· Reviews and scores the consultant’s submittal using criteria set forth in the Request for Qualification (RFQ). <br>
· Interviews and selects the consultant based on score and selection criteria in the RFQ. <br>
· Develops the project’s scope of services and Estimate of Value of Service (EVS) for the architect/engineer and other consultants using Microsoft Office applications. <br>
· Negotiates consultant fees based on project scope and EVS by meeting with the consultant. <br>
· Prepares contract in draft form using Microsoft Word and submits to the Contract Unit for final preparation through personal delivery. <br>
· Reviews final contact for accuracy and completeness.  <br>
<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 Equal Employment Opportunity Program objectives; a manager’s role in the Equal Employment Program and the processes available to meet Equal Employment Opportunity objectives. <br>
<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. Direct the work of groups of architectural designers or project architects; effectively contribution to the Equal Employment Opportunity objectives. <br>
<br>
DESIRABLE QUALIFICATIONS <br>
· Knowledge and familiarity with the state budgetary funding process, bond funding process, and preparation of Capital Outlay Budgetary Change Proposals. <br>
· Basic knowledge of environmental and safety regulations and familiarity with the methodologies of identifying hazardous building materials typically used in construction and found in alterations and removal of older buildings and structures.

· Possess and maintain current, through the entire time of employment in this position, a valid license certificate of registration as an Architect issued by the California Architects Board, which the licensed individual will be using to stamp and sign documentation as outlined in the Architects Practice Act. <br>
· Possess and maintain a current LEED, (Leadership in Energy and Environmental Design), certification by the USGBC, (U.S. Green Building Council). <br>
· Possess and maintain a current CASp, (Certified Access Specialist), certification by the DSA, (Division of the State Architect). <br>
<br>
SPECIAL PERSONAL CHARCTERISTICS <br>
· Demonstrated creative and artistic ability.  <br> 
· Verified experience as Architect of Record on State of California K-12 Education Facilities and/or State of California Essential Services building. <br> 
INTERPERSONAL SKILLS <br>
· Able to communicate pleasantly, clearly, and concisely to others. <br>
· Be a effective team leader for a team of DGS employees and private consultants/contractors working together toward successful completion of a project.  <br>
· Be a productive and contributing team player. <br>
· Operate independently without much supervision and without alienating others. <br>
· Willingness to set an example by positively responding to difficult situations. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES: <br>
Work Environment <br>
· Professional environment and appropriate dress. <br>
· Present self professionally. <br>
· May involve frequent and prolonged periods of standing and walking. <br>
· Travel by airplane or vehicle and/or work overtime as needed. <br>
· Travel independently to remote locations thorough out the state. <br>
· Work may involve moderate exposure to unusual elements, such as extreme temperatures, dirt, dust, fumes, smoke, unpleasant odors, and/or loud noises. <br>
· Work environment involves some exposure to hazards or physical risks, which require following basic safety precautions.

· Indoor work is common, although outdoor work may be required. <br>
· Work outdoors in all weather conditions including rain, heat and cold. <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>
Physical Abilities <br>
· Effectively communicate verbally or in writing. <br>
· Lift office supplies, books, manuals, plans weighing up to 10 pounds. <br>
· Climb ladders or ships ladders. <br>
· Visually observe on-site architectural construction and workmanship. <br>
· Perform basic personal computer skills including but not limited to electronic mail (Microsoft Outlook), word processing (Microsoft Office-Word), AutoCAD, and a wide variety of architectural software. <br>
· Willingness to work at construction site around loud equipment and noises, uneven ground or slippery surfaces. <br>
· Required to wear safety gear while at construction site, including but not limited to, hard hat; safety glasses; boots; gloves; mask; ear protection. <br>
· Use a digital camera. <br>
<br>
Mental Abilities <br>
· Effectively handle stress, multiple tasks and tight deadlines calmly and efficiently. <br>
· Understand and follow safety procedures. <br>
· Read, understand, follow, and enforce safety procedures. <br>
· Apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. <br>
· Deal with problems involving work site variables in standardized situations. <br>
· May require a valid California Driver’s license. <br>
· May involve fingerprinting and/or Department of Justice background check.  <br>



