Job Description


Specifier

Job Title: 
Specifier



FLSA Status: 
Exempt

Reports To:
Construction Administrator Manager/Partners
SUMMARY 

Works with the partners and project team to complete project specifications. Coordinates entire document including landscape, civil, structural, mechanical, and electrical, as required for each project. This position reviews the performance of the in-office process and recommends process changes to the firm as the need arises. Serves as a resource for all staff for questions and concerns regarding construction sequence, construction costs, construction technology issues, detailing, and general construct-ability issues. May also be involved in technical reviews of contract documents. Leads the overall quality assurance of the specification documents produced by the firm.

Provides the specifications for Interiors and Architectural Specification Sections and oversees the engineering spec process. (Specifications for Landscape and, Civil are not done by BKV Group. Electrical, Mechanical, and Structural specifications are written by other design professionals within or outside of BKV Group.)

Primary Responsibilities:

Includes the following and other duties may be assigned.

· Works with the Project Manager to determine a scope of services required for each project.

· Receives client direction through the Partners and/or Project Manager.

· Conducts on-going research and development effort to ensure that Construction Specifications are written with optimum efficiency and accuracy.

· Is knowledgeable on current industry and technology standards, products, and installation methods.
· Prepares a Preliminary Specification Manual for Managing Partner, Project Manager, and Interior Designer to use when compiling project specific materials to be specified.
· Responsible for technical reviews and recommendations of selected materials for inclusion in project specifications.
· Mentors all staff with regards to specification writing requirements and quality assurance.

· Coordinates the requirements of other disciplines for complete specification document.

· Works with the Administrative staff to produce specifications in a timely manner.

· Oversees the Architectural product library to keep all information current.

Job Requirements:
· Must have four years’ college or university degree; or four years related experience and/or training; or equivalent combination of education and experience. 
· Minimum 5-8 years’ prior experience required. Strong knowledge of Architectural and Interior Design materials, means and methods is required. Additionally, experience with mechanical, electrical and structural disciplines is preferred.
· CSI Certification preferred.

· LEED AP preferred.

· Ability to read, analyze, and interpret technical procedures, codes, governmental regulations, plans, details, and specifications. Ability to write reports, business correspondence, specifications, and procedure manuals.  Ability to effectively present detailed, factual information to, and respond to, and communicate with, internal staff, clients, contractors, code officials, and the general public.
· Must possess excellent organizational and time management skills.
· Ability to participate in and facilitate group meetings. 
· Willingness to work a flexible schedule.
· Must be fluent in reading, writing and speaking the English language.
· Must be proficient in Microsoft Office Suite.
BKV Group
EOE





