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

	Evaluates all construction packages (plans, specifications, required forms, fees, etc.) for varied structural, access, and fire and life safety issues submitted by clients for completeness prior to acceptance for formal plan review to ensure uniformity, consistency, and compliance with Title 24 California Code of Regulations, Administrative Code, the California Building Code, and the DSA Submittal guidelines.  

	2. 
	Assists clients and their design professionals in developing successful, comprehensive submittal packages by utilizing knowledge of the DSA plan review process and consulting with clients in person or via telephonically as requested to ensure that submittal packages (plans, specifications, required forms, fees, etc.) are sufficiently complete to be advanced to formal plan review in accordance with Title 24 California Code of Regulations, Administrative Code, the California Building Code, and the DSA Submittal guidelines.  

	3. 
	Assists 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 request with the Department of Finance (DOF) staff by providing briefings as requested in order to manage and produce documents for the most difficult projects for Design Services in accordance with applicable regulations, legislative mandates, client requirements and RESD/PSB guidelines.

	4. 
	Assists with the initial planning and development of future project by doing site assessments, and discussion of users needs as requested by the clients in order to manage and produce documents for the most difficult projects for Design Services in accordance with applicable regulations, legislative mandates, client requirements and RESD/PSB guidelines.

	5. 
	Consults as needed with the Supervising Engineer, the Access Compliance lead Senior Architect, and Fire and Life Safety Officer II on complex issues by meeting with them to obtain necessary requirements for acceptance to determine if plans and specifications submitted by Architectural firms are acceptable, complete and ready for formal plan review in accordance with the Department of General Services (DGS) and DSA policies and procedures.

	6. 
	Approves fee proposals sent by DSA energy consultants and bills energy review fees to School Districts by reviewing proposed consultant work plan and determining appropriate fee for workload based on experience and knowledge of work requirements in accordance with the Department of General Services (DGS) and DSA policies and procedures.

	7. 
	Assigns and monitors energy review projects to DSA energy consultants to produce a plan review to conform to Title 24 Energy Standards using the Information Management System (IMS) in accordance with DGS and DSA policies and procedures.

	8. 
	Communicates project information and DSA plan review requirements to clients utilizing E-Tracker, IMS, and knowledge of the DSA Plan Review Process in respond to project-specific inquiries regarding project status from clients, as well as public and state agency inquires regarding the DSA plan review and approval process in accordance with the DGS and DSA policies and procedures.

	9. 
	Coordinates with staff and contractors to initiate, negotiate and issue change orders on the most difficult projects using PSB policies and procedures under the direction of the Supervising Architect.

	10. 
	Works closely with counterparts in each of the other DSA Regional Offices to evaluate and continually improve project intake guidelines and processes for the division to ensure uniformity in the submittal of project plans by Architects and Engineers through statewide team meetings and e-mail communications under the direction of the Regional Office Manager.

	11. 
	Manages the work of private consultants who are contracted for plan review, which includes monitoring the volume of incoming workload, outsources projects to consultants as workload volume dictates using negotiation skills, time management and project scheduling under the direction of the Supervising Architect and in accordance with the Department Contract procedures.

	12. 
	Verifies the quality assurance of outsourced plan review work using knowledge of the plan review process and applicable code requirements to ensure conformance with Title 24 California Code of Regulations, Administrative Code, the California Building Code, and the DSA policies and procedures. 

	13. 
	Acts a lead technical advisor to DSA clients on issues regarding accessibility/access compliance in the preliminary and plan review process using the knowledge of design and construction, plan review process and applicable code requirements to ensure conformance with Title 24 California Code of Regulations, Administrative Code, the California Building Code, and the DSA policies and procedures.

	14. 
	Acts as lead for the architectural staff by assigning projects for plan review based on complexity of projects and level of experience to ensure timely review and approval of submitted projects in accordance with review process and applicable code requirements and the DSA policies and procedures.

	15. 
	Monitors the work of the architectural staff to ensure quality and compliance with applicable code requirements and the DSA policies and procedures.

	16. 
	Acts as state’s agent during bidding processes by monitoring, communicating, and disseminating information between all interested parties to assure accurate responses to contractor’s request for information (RFI) on the most difficult projects PSB policies and procedures under the guidance of the Supervising Architect in accordance with PSB policies and procedures under the guidance of the Supervising Architect

	17. 
	Advises and assists architectural staff on complex, technical issues dealing with the most difficult projects using current energy and building codes and PSB policies and procedures under the guidance of the Supervising Architect.

	18. 
	Prepares written correspondence regarding corrections and deficiencies in the submitted construction document plan review phases for the architect, client, and others and identifies corrections necessary to comply with the applicable energy and building codes, regulations and following departmental policies and procedures under the direction of the Supervising Architect.

	19. 
	Performs and monitors energy and building codes, regulations and following departmental policies and procedures under the direction of the Supervising Architect. “back check” reviews of construction document plan review phases with the project team members to address previously identified corrections and to ensure compliance with applicable energy and building codes, regulations and following departmental policies and procedures under the direction of the Supervising Architect.

	20. 
	Reviews and assist project staff with addenda, change orders and deferred approvals on the most difficult projects to ensure compliance with energy and building codes, regulations and following departmental policies and procedures under the direction of the Supervising Architect.

	21. 
	Reviews final as-built drawings on the most difficult projects 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 following departmental policies and procedures under the direction of the Supervising Architect.

	22. 
	Reviews the most difficult projects related to 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 and to the monitor expenditures of funds within the departmental guidelines and procedures under the direction of the Supervising Architect.

	23. 
	Confers with architects, owners, and clients during conceptual design phase of a project in order to provide recommendations that will result in compliance with applicable code requirements to ensure conformance with Title 24 California Code of Regulations, Administrative Code, the California Building Code, and the DSA policies and procedures. 




	24. 
	Participates in in-house training to keep abreast of new architectural and programming advances, which make buildings and facilities accessible to and usable by persons with disabilities by researching information sources such the State and Federal code resources, professional and industrial publications and/or disability community associations in accordance with departmental policies and procedures under the direction of the Supervising Architect.

	25. 
	Participates in statewide team meetings, video teleconferences and e-mail communications to develop and update policy and code provisions in accordance with departmental policies and procedures under the direction of the Supervising Architect.

	26. 
	Works with staff to develop individual knowledge of laws and regulations related to accessibility and usability of building facilities by persons with disabilities by researching information sources such the State and Federal code resources, professional and industrial publications and/or disability community associations in accordance with departmental policies and procedures under the direction of the Supervising Architect.

	27. 
	Develops or assists staff in developing project scope, schedule, and budget for projects based upon client criteria (i.e., BCP and COBCP) consistent with Departmental policies and procedures and generally accepted industry practice under the direction of the Supervising Architect.

	28. 
	Develops project drawings including but not limited to plot plans, floor plans, elevations and sections for the most difficult projects using AutoCad drafting software in accordance with Departmental policies and procedures and generally accepted industry practice under the direction of the Supervising Architect.

	29. 
	Develops and monitors or assists staff in developing and monitoring project fees for each project and funding phase during the life of the project utilizing Departmental policies and procedures and generally accepted industry practice under the direction of the Supervising Architect.

	30. 
	Monitors or assists staff in monitoring project funds for the most difficult projects as required to support client needs with the DOF utilizing Departmental policies and procedures and generally accepted industry practice under the direction of the Supervising Architect.

	31. 
	Coordinates all conflicts in the contract documents in a timely fashion utilizing the most effective communication methods (i.e., phone, e-mail, meetings, etc.) to assure project remains within the approved budget and schedule  utilizing Departmental policies and procedures under the direction of the Supervising Architect.

	32. 
	Negotiates or assist staff in negotiating professional service agreements (PSA) and other types of interagency agreements (IA) and memorandums of understanding (MOU) in order to manage and produce documents for the most difficult projects in accordance with applicable regulations, legislative mandates, client requirements, utilizing Departmental policies and procedures under the direction of the Supervising Architect.

	33. 
	Conducts periodic on-site observations during the construction phase to assure project construction is consistent with the contract documents, within budget and on schedule through review of monthly payment requests, inspection reports, plans and specifications utilizing Departmental policies and procedures under the direction of the Supervising Architect.

	34. 
	Develops project management plans to assist the project team and client in understanding and controlling the projects scope, schedule and budget utilizing Departmental policies and procedures under the direction of the Supervising Architect. 

	35. 
	Provides expert assistance on projects that include historical or politically sensitive buildings and/or structures by applying personal experience and knowledge and utilizing Departmental policies and procedures under the direction of the Supervising Architect.

	36. 
	Provides support and update of project documentation by identifying information necessary to maintain an accurate  and complete historical record of the project including funding transfers and expenditures utilizing Departmental policies and procedures under the direction of the Supervising Architect.

	37. 
	Provides necessary input as required to support Construction Services Section’s established Close-out procedures on  projects utilizing Departmental policies and procedures under the direction of the Supervising Architect.
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