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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00725

	Pay Grade:
	10

	Title:
	Coordinator, Design and Space Management

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Reporting to the Manager, Space Planning and Utilization, this position is responsible for applying engineering principles to draft, design, and modify drawings for the development of new facilities and systems. Provides expertise in regards to various codes and government regulations ensuring all work completed is in compliance with established standards. Also responsible for records keeping, archiving and retrieving all design documents for all facilities and supporting the space management process, facilitating space request forms, space inventory and maintaining the space utilization database.

	Purpose and Key Functions:
	· Create, revise, and update miscellaneous drawings with AutoCAD and related software.

· Review designs and resolve details which are not completely defined.

· Review work orders and requests to determine design requirements such as dimensions and tolerances.

· Review drawings to check for conformance with design concepts and compliance with specifications on contract documents.

· Confer with engineering and design staff to determine design modifications and ensure that all changes are documented and prepared in accordance with established procedures.

· Provide quality and accuracy checks on drawings and other technical materials.

· Provide analysis of systems and facilities that require design modification.

· Interpret design concepts and schematics provided by others.

· Plan and coordinate multiple projects simultaneously with internal team members and external consultants to help develop schedules, cost analysis, and technical information for projects.

· Attend and facilitate design group meetings with consultants to review new building designs.

· Maintain a file management system for drawings.

· Report to, support, and assist the Manager, Space Planning and Utilization in the analysis of existing space, assessment of space requests, and the preparation of reports.

· Meet with users to discuss renovation requirements of facilities.

· Maintain the Facilities archives, including sorting, assessing, filing, purging, and general organization of existing and new documents, both hard and digital versions.

	Supervision:
	Ongoing responsibility for supervising up to 9 casual employees at any one time.

	Requirements:
	3 year Community College diploma in Architectural Technology or related field of study.   

Requires 5 years of relevant experience.

	Assets:
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	Additional Information:
	     


