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P S E-ﬂ O N AGENCY/DEPT ID
DESCREPTHON DAS/DAS105635
DIVISION OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT
General Services Division State Architect's Office Frankiin
DX]Reclassification [ INew Position ] update Position Hypeilinked to [
Agengy Organizational Tree
USUAL WORKING TITLE OF POSITION | POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
o Planning Manager 20075698 Project Manager 2
& Permanent Classified Overtime: [ Eligible [ ] Exempt Bargaining Unit 13
% o B Temporary | [] Unclassified
< <3 B[] Intermittent | [] Essential If FLSA Exempt, exemption type: Page 1 of 2
74}
e
£ S [ NORMAL WORKING HOURS (Explain unusual or rotating shift): ,
z < | FROM: 8:.00 AM TO: 5:00 PM (Report in focation subject to chagge.)
A1 JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Dutles in Order of importance Knowledge, Skills & Abilities
30 | Serves as project leader & principal liaison in planning, coordinating, Knowledge of (1) facility & infrastructure
monitoring & evaluating designated agency &/or institution’s short & master planning; (2) life cycle methodolo-
long range comprehensive facilities capital improvement master plans: gies; (3) budgetary planning for facility
assists in defining parameters of specific facility projects or capital im- maintenance & building construction; (4)
provement programs; reviews plans & documents prepared by others; architecture, engineering or urban plan-
conducts feasibility studies on capital improvement projects; develops ning; (3) project management; (6) build-
schedules & flow charts to plan relocation to new facilities or within ing industry terms & related contract lan-
existing renovated facilities. ' guage
Skill in (7) conducting technical assess-
ments of facilities (i.e., operational func-
' tion, building systetns life cycle & per-
formance, building material conditions);
M (8) operation of computer hardware and
=i associated software (e.g., Microsoft Word,
; 2 Excel, PowerPoint, Outlook, OAKS¥).
o g Ability to (9) gather, collate & classify
information about data, people or things;
(10) handle routine & sensitive inquires
from & contacts with consultants/ contrac-
tors & other government representatives;
L (11) prepare meaningful, concise & accu-
- rate reports; (12) perform public relations;
o= (13) applicable building codes & building
g safety regulations; (14) read & interpret
~ building specifications, drawings & blue-
. prints.
% ‘30 | Determines when outside architectural & consulting firms will be con- | Knowledge of 1,2,3,4, 5,6
tracted for planning work: assists in creating Ohio Register an- Skillin 7, 8* '
' nouncement for planning & consulting services; reviews A/E & con- Ability t0 9, 10, 11, 12, 14,
sultant Statement of Qualifications; attends A/E & consultant inter-
views; reviews technical proposals & assists in fee negotiations; assists
in A/E & consultant contract preparation; monitors & evaluates A/E &
2 consultant performance. :
88 *developed after employment.
g % Liist Position Numbers & Job Titles of Positions Directly Super- SIGNATURE OF AGENCY REPRESENTATIVE | DATE
= vised: .
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Planning Manager 20075698 Project Manager 2
% © <] Permanent Classified Overtime: Eligible [ Exempt Bargaining Unit 13
ca it Temporary L] Unclassified -
[% § [ intermittent | [ Essential If FLSA Exempt, exemption type: Page 2 of 2
o
8 N ['NORMAL WORKING HOURS (Explain unusual or rotating shift):
- FROM: 8:00 AM TO: 5:00 PM {Report in location subject to chagge.)
JOB DESCRIPTION AND WORKER CHARACTERISTICS
%} Job Duties in Order of Importance Knowledge, Skills & Abilities
20 | Gathers & analyzes information for developing agency master plans Knowledge 0f 1, 2,3,4,5,6
(e.g; capital improvement inventories, facility condition reports, energy | Skill in 7, 8*
audii data, operation adequacy evaluation, sirategic business plans & Ability t0 9, 10, 11, 12,13
other relevant background information; identifies facility & infrastruc-
ture needs; defines projects scope; estinates project costs & durations;
identified feasibilities; assists agencies in prioritizing projects & devel-
oping property & agency level master plans; updates property and
agency level master plans; assists & supports agency in submitting bi-
ennial capital requests to OBM for funding; advises & assists adminis-
trative personnel in development of policies, improvements & changes
in procedures & other matters leading to effective operation; maintains
records of all correspondence & prepares neeessary reports regarding
capital improvement plans. :
E ? 20 | Administers special projects: prepares descriptions &/or exhibits for Knowledge of 3,4, 5
=g public meetings &/or public hearings; assists in preparing special Skiil in 8%
8 _g agreements & assists in preparing final copies of same; prepares re- Ability to 9, 10, 11, 12, 14,
Ay quired reports regarding project status, funding, real estate, construction

&/or other topics; reviews plans for program facilities & does onsite
reviews of existing & proposed facilities to recommend changes; moni-

13910 (>

tors & evaluates project activities; answers inquires & correspondence;

conducts or arranges training for program participants; prepares & de- Position Specific Minimum Qualifications:
livers presentations; meets with department, institutional &/or govemn- | 2 yrs, exp. in facilities master planning
mental officials, consultants, public groups & other individuals regard- | (e.g., program review, site analysis, space
ing capital improvement projects, or other facilities planning & im- plamming & analysis, visioning, long range
provement activities. _ & short range goal setiing, prioritization,

organization & presentation).

2 yrs, exp. in building industry terms &

= : related contract language.

1 yr. exp. in technical assessments of facili-
ties (i.e., operational function, building
systems life cycle & performance, building
material conditions),

‘é *developed after employment.
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