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FINAL TASK LISTING

                                                      CLASS:  SUPERVISING ARCHITECT
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Develops functional project programs by meeting with clients, consulting staff and analyzing project requests in order to provide leadership to architectural staff using computers and telephonic equipment in accordance with guidelines of the Department of General Services (DGS), California Code of Regulations, Title 24, State Administrative Manual (SAM), Public Contract Code and California Government Code.

	2. 
	Develops project fees and man-hour estimates by analyzing client programmatic needs and service requests, consulting with other engineering discipline supervisors, meeting with subordinate staff, and completing detailed task level fee spreadsheets using computers and telephonic equipment in order to provide architectural project services in accordance with office standards and guidelines.

	3. 
	Assigns work based on workload volume and technical complexity using knowledge of effective planning and organizing in order to complete assignments within the approved scope, schedule and budget in accordance with applicable office policy and procedures under the general direction of the Principal Architect or Principal Structural Engineer.

	4. 
	Ensures that construction documents meet applicable codes, standards, and program requirements through inter-disciplinary coordination checks for conflict, inconsistencies and constructability issues using personal review, direction of subordinate staff and coordination with other disciplines through face to face meetings, written and telephonic communications and use of computers and various software in accordance with office policies and procedures.

	5. 
	Responds verbally or in writing to requests from architects, building owners and others on the interpretation and application of access and fire and life safety regulations using Statutes, California Building Code and Department policies under the general direction of the Principal Architect or Principal Structural Engineer,  

	6. 
	Develops policies for statewide plan checking of public schools, community colleges, University of California campuses and state buildings to ensure compliance with Title 24 of California Building Code regulations by consulting with stakeholders and affected parties’ face to face meetings, written and telephonic communications and use of computers and various software in accordance with office policies and procedures.

	7. 
	Interprets design criteria and investigates new design methods for safety and acceptability for use in public schools, state-owned or leased buildings and essential services building projects using knowledge of construction means and methods and applicable laws and regulations under the general direction of the Principal Architect or Principal Structural Engineer. 

	8. 
	Provides technical support and guidance to the staff during plan review and backcheck process in order to ensure consistent application of the applicable codes and regulations using knowledge of interpretation and application of the laws and regulations governing the construction in accordance with applicable office policy and procedures under the general direction of the Principal Architect or Principal Structural Engineer.  

	9. 
	Directs the activities of architectural design and planning staff in the creation of plans and designs for major buildings and group of buildings by personal review of preliminary and final design documents, discussion with individual staff and participation in, or leadership of, project meetings in order to oversee and assist staff in preparation of project documentation in compliance with applicable codes, standards, and program requirements using face to face meetings, written and telephonic communications and  computers and various software in accordance with office policies and procedures.

	10. 
	Prepares sketches, drawings, and outline specifications for design and construction documents utilizing manual drafting tools, CADD software, word processing programs and other office software applications in accordance with applicable office policy and procedures under the general direction of the Principal Architect or Principal Structural Engineer.  

	11. 
	Performs construction phase activities by participating in periodic construction meetings, reviewing submittals and shop drawings, responding to requests for information (RFI), processing change orders, and observing progress of construction to ensure compliance with the approved construction documents in accordance with applicable office policy and procedures under the general direction of the Principal Architect or Principal Structural Engineer,  

	12. 
	Directs the development and review of conceptual design packages by subordinate staff with client and control agencies using professional knowledge, judgment and checklists in accordance with client agency program requirements and budgetary guidelines to ensure project delivery and completeness in accordance with applicable office policy and procedures under the general direction of the Principal Architect or Principal Structural Engineer,  

	13. 
	Obtains final approvals from reviewing agencies by responding to review comments, updating construction documents, meeting with plan reviewers, preparing written and telephonic communications and using computers and various software in accordance with office policies and procedures under the general direction of the Principal Architect or Principal Structural Engineer.  

	14. 
	Visits and inspects project sites in order to document existing conditions with sketches, photographs, field measurements and notes using cameras, tape measures, survey instruments in accordance with office policies and procedures under the general direction of the Principal Architect or Principal Structural Engineer.  

	15. 
	Makes major design decisions, in the state’s interest, by review of construction options and alternatives in order to ensure compliance with approved project scope, budget and schedule in accordance with office policies and procedures under the general direction of the Principal Architect or Principal Structural Engineer.   

	16. 
	Secures and manages the services of private sector architectural and engineering consultants by preparing Estimates of the Value of Services, preparing Advertisements for Architectural and Engineering Requests for Qualifications, reviewing Statements of Qualifications, conducting consultant interviews, negotiating scope of services and fees, managing the contract and authorizing fee payments in accordance with office policies and procedures under the general direction of the Principal Architect or Principal Structural Engineer.  

	17. 
	Evaluates the work of consultants for completeness, accuracy, and adherence to scope, schedule and budget by personal review of deliverables and work product to include plans, specifications, cost estimates, studies in order to ensure project documentation is prepared in compliance with applicable codes, standards, and program requirements using face to face meetings, written and telephonic communications and  computers and various software in accordance with office policies and procedures face to face meetings, written and telephonic communications and use of computers and various software in accordance with office policies and procedures.


	18. 
	Provides conceptual pre-design services for state agencies in the areas of program planning, master planning, cost control budgeting and building operations in order to define client agency project requirements in accordance with office policies and procedures under the general direction of the Principal Architect or Principal Structural Engineer.   

	19. 
	Identifies and sustains staff performance utilizing probationary reports, Individual Development Plans and annual performance reviews in order to convey expectations to the employee via written and verbal communication/direction by effectively managing, coaching, and directing subordinate staff in accordance with applicable Human Resources policies and procedures.

	20. 
	Evaluates employee performance through review of completed work assignments for quality, completeness, responsiveness to project requirements, and establishment of professional working relations with other staff, client and stakeholder personnel to achieve departmental and divisional goals and objectives under the general direction DGS policies and procedures.

	21. 
	Reviews periodic unit management reports to assess and maintain the level of productivity and financial performance required to meet the Division’s goals using printed and electronic reports in accordance with office policies and procedures under the general direction of the Principal Architect or Principal Structural Engineer.   

	22. 
	Prepares regular and special reports in printed and electronic format concerning procedures, investigations and problems required to meet the Division’s goals in accordance with office policies and procedures under the general direction of the Principal Architect or Principal Structural Engineer.   

	23. 
	Serves on exam panels to assist in establishing a list for departmental hires and/or hiring panels to assess employee for new hires or readiness for promotions in accordance with State Personnel Board rules and regulations and Equal Employment Opportunity practices utilizing management and personnel practices. 

	24. 
	Advises all appropriate personnel of candidate selection/proposed hire securing departmental approvals, ensuring pre-hiring requirements (documents) are completed and cleared by Office of Human Resources (OHR), and proposed start date has been communicated to OHR through telephone or e-mail in order to avoid lost of coded budgeted positions and to maintain adequate staffing levels in accordance with Department of Personnel Administration guidelines and DGS policies and procedures.

	25. 
	Promotes the department’s Equal Employment Opportunity program by maintaining a work environment that is free of discrimination and harassment utilizing various resources (i.e., training, laws, rules, regulations, departmental policies, and procedures, etc.) under the direction DGS management.

	26. 
	Serves in the capacity of project manager for specialized and high profile projects in order to ensure compliance with approved scope, schedule and budget to oversee and assist staff in preparation of project documentation in accordance with applicable codes, standards, and program requirements using face to face meetings, written and telephonic communications and computers and various software in accordance with office policies and procedures.

	27. 
	Makes presentations and manages special projects or other assignments in order to ensure their successful completion in response to emergency or sensitive situations as directed by divisional/departmental management and executive staff under the general direction of the Principal Architect and/or Principal Structural Engineer.

	28. 
	Reviews and approves employee time entry submittals, grants or denies requests for staff time off or overtime using written or electronic absence requests and time entry system in accordance with DGS policies and guidelines, MOU provisions and SPB or DPA regulations and rules.

	29. 
	Acts on behalf of the Principal Architect and/or Principal Structural Engineer in their absence and represents the Division at meetings as directed using knowledge of the Divisional mission, program and operations under the general direction of the Principal Architect and/or Principal Structural Engineer. 

	30. 
	Maintains supervisory continuing education requirements by attending DGS sponsored (or other) training for supervisors as required by SPB or DPA regulations and rules in accordance with Government Codes.
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