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                                                      CLASS:  ASSOCIATE ARCHITECT
     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 

	Develops technical project related data by following Design Services Section standards, procedures and relying on personal knowledge and experience in order to manage the construction phase of projects for clients of the Real Estate Services Division (RESD) in accordance with Real Estate Services Division/Professional Services Branch (PSB) policies and procedures, CA Building Code Standard Designs, Leadership in Energy and Environmental Design (LEED), CA Code of Regulations and the Public Contract Code.

	2. 
	Develops Project Programming and Scope of Work documents by interviewing clients in meetings, using telephone equipment, word-processing, spread sheet and AutoCAD software, and site visits to confirm existing conditions in order to produce design and construction documents for clients of the RESD accordance with the guidelines of the Department of General Services (DGS), State Administrative Manual (SAM), Design Services Section policies and procedures, CA Building Code standards, CA Code of Regulations and the Public Contract Code.

	3. 
	Develops project design and construction documents which include but not limited to site plans, floor plans, elevations, sections, furnishing layouts, details, etc. using AutoCAD software, measuring tapes and scales, standard hand drafting equipment, camera, personal knowledge and experience for clients of the RESD Design Services Section in accordance with the guidelines of the Department of General Services (DGS), State Administrative Manual (SAM) Design Services Section policies and procedures, CA Building Code standards, CA Code of Regulations and the Public Contract Code.

	4. 
	Develops project fees, estimates and schedules for each phase of the work using standard Design Services Section forms and procedures, personal knowledge and experience, word-processing, spreadsheet, and project scheduling software in order to produce or review design, construction documents, perform construction administration and project close-out for clients of RESD in accordance with the guidelines of the Department of General Services (DGS), State Administrative Manual (SAM) Design Services Section policies and procedures manuals, CA Building Code standards, CA Code of Regulations and the Public Contract Code.

	5. 
	Reviews and comments on construction documents using ink/pencil or digital means, where proposed construction does not comply with the applicable codes and regulations in order to inform the DSA clients of noncompliance with CA Building Code Standards, including accessibility regulations according to the California Code of Regulations, Title 24, Part II and related regulations.

	6. 
	Reviews and comments on addenda, revisions, requests for information, deferred approvals, change orders and submittals using ink/pencil or digital means, organizational/ plan-check skills, word-processing/computer skills in order to verify continued compliance with the CA Building Code/Federal ADA Standards in accordance with DSA policies and procedures.

	7. 
	Identifies priorities in order to develop and manage the overall project(s) schedule using personal knowledge/experience and/or scheduling software in accordance with Design Services Section or Division of State Architect policies and procedures.

	8. 
	Conducts code research to ensure that project design intent conforms to the California Building Code, using Design Services Section or Division of State Architect procedures, and other construction codes as necessary to deliver design and/or review services to clients.

	9. 
	Conducts on-site surveys/observations of existing facilities, in order to establish existing or as-built conditions, using various architectural tools including but not limited to measuring tapes and scales, standard hand drafting equipment and cameras in accordance with Design Services Section or Division of State Architect policies and procedures.

	10. 
	Researches codes, regulations, technical books, and product literature to verify that construction, associated building materials and methods related to accessibility are in compliance with State standards for building accessibility according to the California Code of Regulations, Title 24, Part II and related regulations.

	11. 
	Prepares project status reports, to provide information to clients and team members, on the progress of the project using telephone equipment, digital means, word-processing and database software in accordance with Design Services Section or Division of State Architect policies and procedures. 

	12. 
	Responds to contractors request for information, prepares/negotiates construction change orders,      and prepares as-built documents using personal knowledge and experience, AutoCAD and word-processing software in accordance with Design Services Section policies and procedures.

	13. 
	Performs project coordination among disciplines by conducting project meetings, preparing and distributing meeting minutes, reviewing the progress of documentation, using organizational/ quality assurance/ plan-check skills, spreadsheet, word-processing, scheduling, and AutoCAD software in order to produce coordinated design and construction documents in accordance with Design Services Section policies and procedures.

	14. 
	Coordinates the process of document reviews and approvals by applicable jurisdictional authorities by making document corrections and attending back-check meetings using organizational/ quality assurance/ plan-check skills, and procedures in order to produce approved design and construction documents in accordance with Design Services Section policy and procedures.

	15. 
	Coordinates the bidding process with various bidders in order to obtain a successful bid by issuing bid documents, responding to request for information and issuing addenda, maintaining logs, performing pre-bid site inspections, and attending bid openings using organizational/ quality assurance/ plan-check skills, spreadsheet, word-processing, scheduling, and AutoCAD software in accordance with the Public Contract Code and Design Services Section policy and procedures. 

	16. 
	Coordinates the construction contracting process by working with the awarded bidder and DGS contracting unit in order to develop or produce a legal contract document between the state and contractor using telephone equipment, word processing, verbal and written communications, and  organizational skills in accordance with the Public Contract Code and Design Services Section policy and procedures.

	17. 
	Coordinates Construction Administration by performing site observations, responding to contractor requests for information, reviewing submittals, issuing clarifications, preparing and negotiating change orders, coordinating with inspectors/architectural and engineering disciplines, reviewing/approving pay requests, verifying of deferred approvals, maintaining submittal/request for information/change orders, clarification logs and performing project close-out by using organizational/ plan-check skills, cameras, spreadsheet, word-processing, scheduling, and AutoCAD software in accordance with the Public Contract Code, Design Services Section policy and procedures, CA Building Code Standards, and Title 24.

	18. 
	Participates in training via in-house or contracted training courses to learn new advances in design and building code methods that ensure facilities are accessible to and usable by persons with disabilities in accordance with the CA Building Code, Title 24, and Federal American with Disabilities Act requirements for accessibility to buildings and facilities. 

	19. 
	Participates in preliminary design meetings to advise clients and design professionals responsible for the design of  public schools, community colleges and state funded buildings of California Building Codes Standards requirements including but not limited to accessibility code requirements by using client produced transition plans, organizational/ quality assurance/ plan-check skills, spreadsheet, word-processing, scheduling, and/or CAD software in accordance with the Division of the State Architect and Design Services Section policy and procedures.  

	20. 
	Provides code clarification information to DSA clients to assist them in complying with CA Building Code Standards and the Federal ADA standards applicable to public schools, community colleges and state funded buildings using organizational/ quality assurance/ plan-check skills, computer skills, code reference documents, measuring tapes and scales in accordance with DSA policies and procedures. 

	21. 
	Provides guidance to the less experienced staff to improve knowledge and ability to increase efficiency and reduce errors using references manuals, one-on-one discussions and CAD software in accordance with established policies and procedures following directions received from DGS management.

	22. 
	Performs “back check” reviews of construction documents by meeting with DSA clients to verify previously identified noncompliance issues have been corrected in accordance with CA Building Code Standards and the Federal ADA standards using organizational/ quality assurance/ plan-check skills, computer skills, code reference documents, and scales in accordance with DSA policies and procedures.

	23. 
	Actively maintains and continuously updates knowledge of statutes and regulations related to but not limited to accessibility and universal design in order to keep abreast of current and emerging requirements in the fields of design and construction by researching information sources such as the State and Federal code resources, professional and industry publications and/or disability community associations in accordance with Design Services Section or the Division of the State Architect policies and procedures. 

	24. 
	Produces space assignment and rent documents in assigned buildings according to Studio One of the Design Services Section using AutoCAD, word processing and database software, organizational/ quality assurance/ plan-check/ computer skills in order to manage the overall aspects of projects for clients of RESD in accordance with Design Services Section policies and procedures, CA Building Code standards, CA Code of Regulations, State Administrative Manual and the Public Contract Code.

	25. 
	Participates in matrix teams or small work groups assigned to special projects for the purpose of solving problems and/or developing new procedures or products in order to improve client service between DGS and the community using effective communication skills and cooperation with other team members in accordance with effective teamwork principles and DGS policies for matrix teams. 




	26. 
	Participates in training, professional development and continuing education to improve leadership/management skills, morale, design and technical knowledge attending State funded training in accordance with DGS policies and procedures. 

	27. 
	Participates in the development and/or revision of accessibility and other building codes, policies and procedures using effective written/oral communication and organizational skills, personal knowledge and experience, word processing and spreadsheets software in accordance with DGS policies and procedures. 

	28. 
	Interacts with manufacturing/industry representatives to obtain technical product information using telephone/computer equipment and personal contact in accordance with DGS policies and procedures.

	29. 
	Manages selection, contractual process and work product of consultants by reviewing their proposals, conducting interviews, preparing contract request, coordinating their work and processing pay request using personal knowledge/experience, spreadsheet, word-processing, scheduling, and/or CAD software in accordance with DGS policy and procedures.  
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