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 TASK LISTING

                                                      CLASS:  ASSOCIATE SPACE PLANNER
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



E

	1. 
	Evaluate space requests in order to determine appropriate space requirements for state agencies by using technical expertise and review program data, plans, specifications, written justification, budget information, anticipated schedule of occupancy, etc., and in accordance with Department of General Services (DGS) and Real Estate Services Division (RESD) policies and procedures, the State Administrative Manual (SAM), program budget, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	2. 
	Assess data regarding potential facilities in order to determine suitability for customer’s needs and to ensure facility meets the State’s requirements by using technical expertise and review plans, visually inspect facility, and in accordance with DGS and RESD policies and procedures, the SAM, program budget, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	3. 
	Perform economic studies in order to determine project feasibility by using technical expertise and review current market construction costs, customer’s budget, technical reference manuals, and in accordance with DGS and RESD policies and procedures, the SAM, program budget, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	4. 
	Assist management with the revision of planning and leasing policies and procedures in order to improve processes, documents and customer service by using technical expertise, analyze and interpret current practices, and in accordance with DGS and RESD policies and procedures, the SAM, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	5. 
	Define scope of work and write Professional Service Agreements (PSAs) in order to provide consultant services (e.g., construction inspection, environmental documents, space planning, design services, peer review, etc) for facilitating the completion of a project by using technical expertise and various software (e.g. MS Word, Excel, etc.) and in accordance with DGS and RESD policies and procedures, the SAM, client’s program requirements, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II..

	6. 
	Prepare narrative programs, budgets and/or drawings, etc., in order to develop project exhibits by using technical expertise, various software (e.g., Computer Aided Drafting and Design System (CADD), MS Word, Excel, Projects, etc.), freehand scale sketches, and in accordance with DGS and RESD policies and procedures, the SAM, client’s program requirements, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	7. 
	Prepare specifications, drawings, contracts, construction documents, reports, design and construction estimates, etc., in order to develop project exhibits for lease execution and/or public bids, by using technical expertise and various software (e.g., CADD, MS Word, Excel, Projects, etc.), and in accordance with DGS and RESD policies and procedures, the SAM, client’s program requirements, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	8. 
	Review drawings, submittals, construction documents, and bids prepared by consultants (e.g., architects, engineers, etc.) and vendors in order to ensure compliance with the State’s leasing and/or building requirements, and in accordance with DGS and RESD policies and procedures, the SAM, client’s program requirements, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	9. 
	Coordinate with the Business Operations Policy and Planning Branch (BOPP), Building and Property Management Branch (BPM) and Construction Services Branch (CSB), in the bidding phase of projects in order to ensure compliance with the Public Contracts Codes by using technical expertise, contract codes, SAM, etc, and in accordance with DGS and RESD policies and procedures, the SAM, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	10. 
	Coordinate with the Engineering disciplines, estimators and/or Delineator in order to finalize exhibit drawings and construction documents by using technical expertise, preliminary sketches and CADD drawings, and in accordance with DGS and RESD policies and procedures, the SAM, client’s program requirements, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	11. 
	Coordinate with customer, modular furniture vendor and building construction team in order to design and install Modular Systems Furniture (MSF) by using technical expertise, customer’s space requirements, various computer software and/or databases (e.g., CADD, MSF vendor’s software, etc.), and in accordance with DGS and RESD policies and procedures, the SAM, client’s program requirements, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	12. 
	Procure modular furniture, construction services, consultants services, etc. in order meet the customer needs and in order to improve RESD’s services by using technical expertise, drawings, specification, various computer software (e.g. MS Word, Excel, etc.) and in accordance with DGS and RESD policies and procedures, the SAM, client’s program requirements, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	13. 
	Consult with building owners/managers, contractors, developers, etc., in order to explain the State’s facility requirements and specific customer’s needs by using expertise of the State’s planning and leasing policies and/or space assignments, customer’s program data, verbal and written communications skills (e.g., e-mails, telephone, meetings, etc.) and in accordance with DGS and RESD policies and procedures, the SAM, client’s program requirements, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	14. 
	Consult and meet with customers in order to assess and develop their program needs by using expertise of the State’s planning and leasing policies and/or space assignments, customer’s program data, verbal and written communications skills (e.g., e-mails, telephone, etc.) and in accordance with DGS and RESD policies and procedures, the SAM, client’s program requirements, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II. 

	15. 
	Organize project funding by developing and managing project budgets in order to complete projects within allocated funding through by using computerized State accounting systems and standard industry accounting/budget software and in accordance with DGS and RESD policies and procedures, the SAM, client’s program requirements, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	16. 
	Prepares space assignments in designated buildings in order to maintain records of the various tenants and dates they occupied the spaces by using technical expertise, historic records and reports, and various software (e.g. MS Word, Excel, etc.) and in accordance with DGS and RESD policies and procedures, the SAM, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	17. 
	Conduct a pre-bid/RFP and/or pre-construction meetings with potential contractors in order to provide them with information (e.g., scope of project, facility or site restrictions/conditions, Disabled Veterans Business Enterprise (DVBE) requirements), outlining State and contractor’s roles and responsibilities during construction and in accordance with DGS and RESD policies and procedures, the SAM, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	18. 
	Observe various phases of construction in order to ensure compliance with construction documents, project schedule, state and local building requirements and laws by using technical expertise, verbal and written communication skills, visual site inspection, change orders, etc., and in accordance with DGS and RESD policies and procedures, the SAM, client’s program requirements, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	19. 
	Manage the construction phase in order to complete the customer’s program by using technical expertise, lead construction meetings, and the review of requests for information, review and approve payment requests, prepare change orders and close out projects, and in accordance with DGS and RESD policies and procedures, the SAM, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	20. 
	Prepare various reports in order to provide project information by using various computer software and/or databases (e.g., CADD, MS Word, Excel, Access, etc.), and in accordance with DGS and RESD policies and procedures, the SAM, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II. 

	21. 
	Interpret and explain the State’s facility requirements, planning and leasing policies, codes and/or regulations to a variety of audience (e.g., employees, architects, building owners, contractors, customers, etc.) in order to improve RESD’s services by using technical expertise, knowledge of program requirements, verbal and written communication skills (e.g., e-mail, memorandums, etc.,) various construction documents (e.g., project schedule, plans, specifications, contracts, etc.), and in accordance with DGS and RESD policies and procedures, the SAM, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	22. 
	Provide advice and/or assistance on issues relating to space planning and building systems to building managers, staff (e.g., space planners, delineators, etc.) and customers in order to improve RESD’s services and procedures, by using technical expertise, verbal and written communication (e.g., e-mail, memorandums, etc.,) program requirements, various construction documents (e.g., project schedule, plans, specifications, contracts, etc.), and in accordance with DGS and RESD policies and procedures, the SAM, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.

	23. 
	Prepare and provide training relating to planning policies and procedures to staff in order to improve RESD’s services and staff performance by using technical expertise, written and verbal communication skills, presentations, computer software and/or databases (e.g., CADD, PowerPoint, MS Word, Excel, Access, etc.) and in accordance with DGS and RESD policies and procedures, the SAM, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II. 

	24. 
	Participate on Matrix teams and/or work groups in order to improve policies and procedures relating to planning and leasing by using technical expertise, problem solving techniques, written and verbal communication skills, and in accordance with DGS and RESD policies and procedures, the SAM, various Federal, State and local codes and regulations, and under the direction of the State Facilities Manager I/II.
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