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FINAL EDITED TASK LISTING

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

	Task #
	Task



	1. 
	Evaluates customer’s space requests for program requirements, lease terms, budget, time constraints and justifications for the space action requested in order to secure the most appropriate and cost effective leased/owned facilities for the state’s more difficult and politically sensitive projects utilizing planning analysis skills, the State Administrative Manual (SAM), state and departmental policies and procedures, the Space Planning Policy and Procedure Manual (SPPPM), various federal, state and local building codes and regulations and best industry practices, under the general direction of the State Facilities Manager I (SFM I).


	2. 
	Evaluates pending legislation that may affect the state’s facility needs and leasing operations in order to further provide service to customers and to protect the state’s interest using architectural planning, construction knowledge, project management experience, SAM, SPPPM, state and departmental policies and procedures, various federal, state and local building codes and regulations and best industry practices, under the general direction of the SFM I.



	3. 
	Makes written recommendations for improvements to planning and leasing policies and practices in order to further provide service to customers and to protect the state’s interest using architectural planning, construction knowledge, project management experience, personal computer with various software, departmental policies and procedures, SPPPM, SAM, etc. under the general direction of the SFM I.


	4. 
	Evaluates potential buildings and sites in order to assess their suitability for customer’s needs by reviewing plans, potential facilities inspection and the determination of meeting the state’s requirements utilizing sophisticated planning analysis and applying expert architectural planning skills, construction knowledge in accordance with the state’s program and budget, SAM, the state and departmental policies and procedures, SPPPM, various federal, state and local building codes and regulations and best industry practices under the general direction of the SFM I.



	5. 
	Performs economic feasibility studies and researches current market construction costs and technical reference manuals in order to secure the most appropriate and cost effective leased facilities by applying technical construction knowledge and experience, architectural planning analysis skills, SAM, state and departmental policies and procedures, SPPPM, various federal, state and local building codes and regulations and best industry practices under the general direction of SFM I.


	6. 
	Meets with state client agencies and consultants, and coordinates with the Real Estate Officer to define and monitor project scope, schedule, and budget in order to assure customers’ unique requirements are met using architectural planning experience, construction knowledge, departmental policies and procedures, various federal, state and local building codes and regulations, SAM, SPPPM, Outlook, etc., under the general direction of SFM I.



	7. 
	Conducts regular meetings with state client agencies as the departmental representative for architectural planning policies and procedures related to specific projects to ensure Scope, Schedule and Budget compliance, using Outlook, facilitation skills, project management, personal computer and various software  programs, conducting regular meetings, etc., under the general direction of the SFM I.


	8. 
	Identifies, evaluates and implements various space planning options in order to further provide service to customers and to protect the state’s interest using architectural planning knowledge, construction knowledge, current facilities planning and building industry trends and indicators, and planning assessment tools (i.e., program analysis, workflow analyses, accessibility surveys, seismic surveys, etc.), under the general direction of the SFM I.


	9. 
	Develops and implements a plan of action; including scope, schedule, budget, communication plan, and roles and responsibilities in order to further provide service to customers and to protect the state’s interest using departmental policies and procedures, SAM, SPPPM, meetings and written correspondence with team members and state client agencies, various federal, state and local building codes and regulations, etc., under the general direction of the SFM I.



	10. 
	Monitors project progress on an ongoing basis in order to ensure compliance with Scope, Schedule, Budget, and construction documents by meeting with team members and customers, evaluating status reports from key players including the owners’ representatives and construction contractors, and keeping the state client agencies and Real Estate Officer informed of significant issues that may affect successful project completion under the general direction of the SFM I.


	11. 
	Leads and/or assists the project team in order to ensure Scope, Schedule, and Budget compliance using state and departmental policies and procedures, SAM, SPPPM, various federal, state and local building codes and regulations and best industry practices, under the general direction of the SFM I.


	12. 
	Secures state’s leased/owned facilities with sound business practices to ensure they are suitable and safe for housing state agency operations using technical architectural planning expertise, construction knowledge, industry standards and best practices, departmental policies and procedures, SAM, SPPPM, various federal, state and local building codes and regulations, etc., under the general direction of the SFM I.


	13. 
	Provides technical assistance to lower level Space Planners on complex or technically difficult architectural planning and construction issues and in the interpretation of federal, state and local building codes and departmental policies and procedures, in order to facilitate client agency program needs using Code Books and manuals, personal knowledge and experience, etc., under the general direction of the SFM I.


	14. 
	Makes recommendations to the State Facilities Manager I (SFM I) in order to develop and update the state’s leased/owned facilities specifications and space standards by doing research and participating in team meetings as required.


	15. 
	Develops workload projections relative to the statewide leased facilities program in order to assist the SFM I in budget preparations using the standards and guidelines to gather statistics, develop excel spreadsheets, and provide documentation as required.


	16. 
	Acts as a liaison with SFM I, Senior Space Planner and staff of client departments to obtain project cooperation, address planning/construction concerns, and share project information using Outlook to schedule one-on-one discussions and project meetings as required.


	17. 
	Provides functional guidance in order to train and develop less experienced staff in accordance with established policies and procedures such as formal and informal training and development following the direction received from management.


	18. 
	Serves as backup in the absence of the SFM I (unit manager) in accordance with Branch policies and procedures in order to provide lead and technical support by assigning new projects and reviewing completed projects, attending management meetings, etc., as required. 


	19. 
	Develops and provides recommendations to the SFM I in order to assist the Administration and the Department in the ongoing improvement of statewide policies, using architectural planning expertise, construction knowledge, written and verbal recommendations, attending meetings, making presentations, industry standards and best practices, various federal, state and local building codes and regulations, etc., as required.


	20. 
	Works on the most difficult, complex, and/or sensitive projects in order to secure the most appropriate and cost effective state leased/owned facilities using architectural planning expertise, construction knowledge, industry standards and best practices, departmental policies and procedures, SAM, SPPPM, various federal, state and local building codes and regulations, etc., under the general direction of the SFM I.



	21. 
	Leads and/or manages projects that may be large-scale agency consolidations, out-of-state or out-of country facilities in order to secure the most appropriate and cost effective state leased/owned facilities using architectural planning expertise, construction knowledge, industry standards and best practices, departmental policies and procedures, SAM, SPPPM, various federal, state and local building codes and regulations, etc., under the general direction of the SFM I.



	22. 
	Leads lower-level staff on major projects for departments with large, multiple or multi-tenant facilities in order to secure the most appropriate and cost effective state leased/owned facilities using architectural planning expertise, construction knowledge, industry standards and best practices, departmental policies and procedures, SAM, SPPPM, various federal, state and local building codes and regulations, etc., under the general direction of the SFM I.



	23. 
	Defines the scope of work and writes Professional Service Agreements (PSAs) in order to provide consultant services (e.g., construction inspection, environmental documents, space planning, design services, programming, 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 building codes and regulations, and under the direction of the SFM I.


	24. 
	Prepares narrative facilities programs, budgets and/or drawings, etc., in order to develop project exhibits by using technical expertise, various software (e.g., Compute Aided Drafting and Design System (CADD), MS work, 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 building codes and regulations, and under the direction of the SFM I.


	25. 
	Reviews drawings, submittals, construction documents, and bids prepared by consultants (e.g., architects, engineers, etc.) and vendors/suppliers 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 building codes and regulations, and under the direction of the SFM I.


	26. 
	Coordinates 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 vendors’ software, etc.) and in accordance with DGS and RESD policies and procedures, the SAM, client’s program requirements, various federal, state and local building codes and regulations, and under the direction of the SFM I.


	27. 
	Procures modular furniture, construction services, consultants services, etc. in order to meet the customer’s needs and in order to improve RESD’s services by using technical expertise, drawings, specifications, 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 building codes and regulations, and under the direction of the SFM I.


	28. 
	Consults 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 communication 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 building codes and regulations, and under the direction of the SFM I.



	29. 
	Conducts 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, client’s program requirements, various federal, state and local building codes and regulations, and under the direction of the SFM I.



	30. 
	Manages 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 (RFI), review and approve payment requests, prepare change orders and close out projects, in accordance with DGS and RESD policies and procedures, the SAM, client’s program requirements, various federal, state and local building codes and regulations, and under the direction of the SFM I.



	31. 
	Interprets and explains the State’s facility requirements, planning and leasing policies, codes and/or regulations to a variety of audiences (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.) in accordance with DGS and RESD policies and procedures, the SAM, client’s program requirements, various federal, state and local building codes and regulations, and under the direction of the SFM I.
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