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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9189,9921,9947,

9923- PMDB
ANALYST’S INITIALS

der
DATE

5/7/15


	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 Architect
	POSITION NUMBER

719-404-3964-005

	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R09

	OFFICE OF

Real Estate Services Division
	LOCATION OF POSITION (CITY or COUNTY)

707 Third Street, West Sacramento, CA 95605
	 FORMDROPDOWN 
 SALARY

$6.897
TO
$8,630
     

	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
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 am - 5:00 pm
	

	
	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

Supervising Architect
	FILE BY

6/10/15


	RPA:  9189         Position Number: 719-404-3964-007  Supervised by:     Chandra Wells <br>
RPA:  9921         Position Number: 719-404-3964-009  Supervised by:     Chandra Wells <br>  

RPA:  9947         Position Number: 719-404-3964-950  Supervised by:     Tom Wells <br>
RPA:  9923         Position Number: 719-404-3964-005  Supervised by:     Curt Moore <br>
<br>
PLEASE INDICATE EACH RPA NUMBER YOU ARE APPLYING FOR ON YOUR APPLICATION AND THE BASIS OF YOUR ELIGIBILITY <br>
<br> 
All work shall be accomplished in accordance with guidelines of the Department of General Services (DGS), Real Estate Services Division/Project Management and Development Branch (RESD/PMDB) policy and procedures manuals, Real Estate Services Division (RESD) strategic plans, State Administrative Manual, and CA Government Code. <br> 
<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> > 
SELECTION CRITERIA <br> 
· SROA/Surplus employees are encouraged to apply. <br> 
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer the eligibility from the employment list to DGS’ employment list. <br> 
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.  <br>
<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.  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

GS1T (REV. 1/98) - BPM 03/00


	 CLASS TITLE

Associate Architect
	POSITION NUMBER

719-404-3964-005
	RPA NUMBER

9189, 9921,9947

9923- PMDB 
	FILE BY


6/10/15

	ESSENTIAL FUNCTIONS <br>
Programming, Schematic, Preliminary and Working Drawing Phases <br> 
In order to produce design and construction documents as requested by customers of the RESD/PMDB in accordance with RESD/PMDB policy and procedures, CA Building Code standards, CA Code of Regulations and the Public Contract Code:  <
· Develop Programming and Scope of Work documents by interviewing customers in meetings, using electronic communications equipment and using word processing and spread sheet software. <br> 

· Develop project plot plans, floor/roof  plans, exterior/interior elevations, sections, modular furnishings layouts and details using AutoCAD drafting software, measuring tapes, smart levels and scales, standard hand drafting equipment, and photographic cameras. Coordinate architectural, structural, mechanical, electrical, civil and other engineering and consultant drawings and designs to eliminate conflicts and omissions.
· Develop project fees, estimates and schedules for each phase of the work using stardard PMDB forms and procedures, personal knowledge and experience, word processing software, spreadsheet software, and project scheduling software. Produce the specifications using standard PMDB procedures, personal knowledge and experience, and work processing software.  

· Coordinate the production of specifications and drawings with the various engineering disciplines, (i.e., structural, mechanical, electrical, civil, landscaping, cost engineering, and other consultants) by leading project meetings, and following PMDB procedures. <br> 
· Coordinate the process of document approvals from applicable authorities by attending meetings and utilizing electronic communications equipment. <br> 
· Coordinate the bidding and construction contracting process according the Public Contracting Code, using electronic communications equipment and DGS policies. <br> 
<br> 
Project Management <br> 
In order to manage the overall aspects of projects as requested by customers of the RESD/PMDB in accordance RESD/PMDB policy and procedures, CA Building Code standards, CA Code of Regulations and the Public Contract Code:  <br> <br> 
· Manage the project funding according to the Dept. of Finance and DGS procedures using database and word processing software. <br> 
· Manage selection and contracting of consultants using personal knowledge and experience by reviewing submittals and conducting interviews. <br>
· Procure and manage the services of various RESD units by attending meetings and using electronic communications equipment. <br>
· Prepare status reports using electronic communications equipment, word processing and database software. <br>
· Prepare and revise project schedules according to the needs of the customer using scheduling software. <br>
· Establish project priorities using personal knowledge and experience and electronic communications equipment. <br>
· Administer the expiration of the guarantee and warranty period using word processing equipment and site visits. <br>
· Manage the close out of projects using the PMDB procedures. <br>
· Advise customers regarding feasibility and options for projects using personal knowledge and experience, meetings, AutoCAD software and electronic communications equipment. <br>
<br>
Construction Phase <br>
In order to manage the construction phase of projects as requested by customers of the RESD/PMDB in accordance RESD/PMDB policy and procedures, CA Building Code standards, CA Code of Regulations and the Public Contract Code:  <br>
· Review shop drawings, products and material submittals using standard PMDB procedures, personal knowledge and experience. <br>
· Prepare and check as-built drawings and construction change orders using standard PMDB procedures, personal knowledge and experience, AutoCAD drafting software and word processing/project scheduling software. <br>
· Review technical project data by following PMDB standard procedures and relying on personal knowledge and experience.

· Observe the construction work in process by touring the site and documenting on-site observations using measuring tapes, smart levels, word processing/project scheduling software and cameras. <br>
· Coordinate with project inspectors using electronic communications equipment.
· Conduct difficult code searches and interpret difficult code issues using the California Building Code, following standard PMDB office procedures, and other construction codes as necessary. <br>
· Conduct on-site building surveys to determine actual conditions, verify field information, and check measured drawings using various architectural tools including but not limited to measuring tapes and scales, standard hand drafting equipment, and photographic cameras.  <br>
· Develop and review technical project related data by following PMDB standard procedures and relying on personal knowledge and experience. <br>
· Participate in the formulation of policies and procedures by attending meetings, using word processing and electronic communication software. <br>
MARGINAL FUNCTIONS <br>
Provides functional guidance in order to train and develop the less experienced staff using references manuals, one-on-one discussions and AutoCAD software in accordance with established policies and procedures following direction received from management. <br>
<br> 

Participates in matrix teams or small work groups assigned special projects for the purpose of solving problems and/or developing new procedures or products in order to improve customer service between RESD Branches by actively representing PMDB using effective communication and cooperation with other team members, in accordance with effective teamwork principles and RESD’s policies for matrix teams. <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. <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. <br>
<br>
SPECIAL REQUIREMENTS <br>
Possession of a valid certificate of registration as an Architect issued by the California State Board of Architectural Examiners is required.  (Applicants who are eligible to apply for registration will be admitted into the examination but must possess a valid certificate of registration to be eligible for appointment.) <br>
<br>
DESIRABLE QUALIFICATIONS <br>
·  Extensive use and knowledge of AutoCAD, latest version. <br>
· Ability to work with multiple groups of architectural designers, engineers or project architects. <br>
· Basic knowledge of environmental regulations and familiarity with the methodologies of identifying hazardous building materials typically found in alterations of older buildings.  <br>
· Ability to act in a lead role on difficult projects. <br>
<br>
INTERPERSONAL SKILLS <br>
· Capable of interacting with architectural and engineering staff on a daily basis. <br>
· Willing to adapt to changes.  <br>
· Ability to exercise a high degree of diplomacy, initiative, independence and originality. <br>
· Ability to effectively and efficiently communicate verbally and in writing with the project team, review agencies and client representatives. <br>
<br>  
SPECIAL CHARACTERISTICS <br>
· Demonstrated creative and artistic ability. <br>
<br> 
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Professional office environment and appropriate dress. <br>
· Ability to multitask and handle multiple projects. <br>
· Effectively handle work stress and deadlines on complex projects.  <br>
· Daily extended use of a personal computer at a computer work station. <br>
· Frequent travel by airplane, rail, and vehicle. <br>  
· Ability to perform outdoor and indoor construction site observations climb ladders, access mechanical rooms, maintenance rooms and flat roof areas. <br>
· Visually observe on-site architectural construction and workmanship. <br>
· Use a digital camera. <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 require standing or walking on uneven and slippery surfaces. <br><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>
· Understand and follow safety procedures. <br>
· Read, understand, follow, and enforce safety procedures. <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> 
>
< 



