
Designer 

Close Date (Revised): Sunday, April 5, 2020  

(Job #19-73) Administrative Analyst/Specialist II (Exempt), Designer, $4,693-8,489/month. Appointments 
are typically made at the beginning of the salary range. This is a temporary, full-time, benefited, 12-month pay plan 
position in Facilities Management. This position comes with an extensive benefits package that includes compre-
hensive medical, dental, and vision coverage, CalPERS retirement, Fee Waiver eligibility (reduced tuition on most 
CSU system classes), life insurance, and voluntary pre-tax health and dependent care reimbursement accounts. Ad-
ditional benefits information can be found at https://hraps.humboldt.edu/employee-benefits.  
 
Humboldt State University is a Hispanic-Serving Institution that strives to foster an inclusive and equitable commu-
nity to support our students of diverse backgrounds. HSU is committed to achieving the goals of equal opportunity 
and endeavors to employ faculty and staff of the highest quality committed to working in a multicultural and multi-
racial community that reflects the diversity of the state.  Additional information about Humboldt State University 
can be found at www.humboldt.edu.  
 
Position Summary: Under general supervision of the Director of Planning, Design, & Construction and in 
collaboration with colleagues across the campus, the incumbent is responsible for design and drafting duties as as-
signed and under the guidance and supervision of a licensed architect. Specifically, the incumbent will be responsi-
ble for planning, designing, developing construction documents, and coordinating the successful implementation of 
assigned projects; provision of services required to deliver the University's planning, design, and construction func-
tions; and coordinating efforts involved with ensuring University and facility information is accurate and up to date. 
 
Duties:   

¶ Provides Services Required to Successfully Implement Minor Capital Projects including Repair, Maintenance 
and Alteration Projects 

¶ Leverages drafting skills to produce construction drawings and other documents in the support of assigned 
projects through all phases of design.  

¶ Produces and/or coordinates the efforts of consultants in the production of programming documents, design 
documents and existing building condition reports for projects as assigned. 

¶ Develops and presents design and construction schedules in association with assigned projects.  Coordinates 
schedules and communication with campus clients and Construction Administrator to ensure projects are deliv-
ered on schedule and within budget. 

¶ Assists with development of RFP/RFQ documents and coordinates the procurement effort associated with pro-
fessional design and engineering services and contracts in support of campus projects. 

¶ Produces and/or coordinates the efforts of design consultants in production of schematic drawings for assigned 
projects in order to effectively communicate design elements to Facilities Management staff and project stake-
holders. 

¶ Supports and/or coordinates efforts to facilitate design meetings including but not limited to taking meeting 
minutes, preparing presentation materials, coordinating meeting schedules and presenting information or lead-
ing meetings as assigned. 

¶ Supports Facilities Management in the specification and ordering of approved campus standard furnishings and 
equipment. 

¶ As assigned, develops space solutions to increase space efficiency and satisfy user needs by leveraging CSU/
Campus design standards, California Building Code and innovative approaches to re-arrangement and/or reno-
vation. 

¶ In coordination with the Director of Planning, Design & Construction and Facilities Management Staff, imple-
ments and coordinates design review for assigned projects including coordination with campus consultants 
where requested.  Also leads efforts to consistently implement assigned project start up and close out proce-
dures so as to ensure all work is completed properly.. 

¶ This position may oversee others in support of the duties described. 

¶ Coordinates Efforts to Ensure University Facility Information Remains Up-to-Date & Accurate & Provides 
Services Required to Implement the University's Planning & Design Functions 

 
  

(Continued on next page) 
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Minimum Qualifications: General knowledge and skills in drafting, planning, and design with a foundational 
knowledge of public administration principles, practices, and methods. This foundation would normally be ob-
tained through a bachelor's degree ï OR ï through a combination of education and work experience which provides 
the knowledge, skills, and abilities required for this position ï primarily the ability to provide program leadership of 
a strategic nature through planning activities, and the analysis, development, and evaluation of highly complex pro-
grams. 
 
Required Knowledge, Skills, and Abilities: 

¶ Thorough knowledge of and ability to apply extensive planning and design expertise to a complex construction 
program. 

¶ Demonstrated ability to independently research, interpret, develop, communicate and implement regulations, 
codes, policies, procedures, guidelines and precedents regarding facilities information and project manage-
ment. 

¶ Demonstrated expertise in and advanced knowledge of the principles, problems, and methods of public and 
business administration and operational and fiscal management. 

¶ Expertise in administrative survey techniques, operations and systems analysis, statistical and research meth-
ods, and the ability to interpret and evaluate results to develop sound conclusions and recommend new or re-
vised policies. 

¶ Demonstrated ability to collaboratively work with representatives within the campus and public/private entities 
and handle potentially sensitive situations appropriately. To include demonstrated consultative skills in work-
ing with internal and external constituent groups. 

¶ Ability to effectively use AutoCAD to perform planning and design functions. Familiarity with and ability to 
become power user of GIS software to perform planning and design functions. 

¶ Experience building and sustaining collaborative working relationships with a variety of individuals from di-
verse backgrounds. 

¶ An understanding of the dynamics of diversity in higher education and a demonstrated ability to incorporate 
this understanding, as appropriate, in all levels of your work. 

 
Preferred Qualifications:  

¶ Bachelor's degree in architecture, planning, design, business and/or equivalent training and administrative 
work experience involving planning, designing, drafting and coordinating projects. 

¶ Two years of progressively responsible work experience involving planning, designing, drafting and coordinat-
ing projects. 

¶ Thorough knowledge of the California Building Code. 

¶ General knowledge of physical planning as pertaining to a University campus. 

¶ Thorough knowledge of project management practices as related to managing the design effort and construc-
tion administration effort associated with facility projects. 

 
Application Procedure: To apply, qualified candidates must electronically submit the following materials via 
Interfolio (link below): 
  

¶ Letter of Interest 

¶ Resume or Curriculum Vitae 

¶ Contact information for at least three professional references 

¶ HSU Employment History Form (HSU Employment History Form: https://forms.humboldt.edu/employment-
history-form)  

  

CLICK HERE TO APPLY NOW: http://apply.interfolio.com/69152 
  
(NOTE: Download the HSU Employment History Form and save it as a PDF file prior to filling it out. If the form 
is filled out on line (accessed via a web browser), content WILL NOT be saved). 
 
Application Deadline: The revised deadline to submit application materials is 11:59 p.m. on Sunday, April 5, 
2020. To be notified in the event this recruitment re-opens for a subsequent review of applications, send an email to 
careers@humboldt.edu that includes the job number (19-73) and applicantôs last name in the subject line of the 
message.  
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Humboldt State University sits on the traditional homelands of the Wiyot people in what is currently called Arca-
ta, CA. The Wiyot people call the area Goudiôni (over in the woods). HSU was the first campus in the California 
State University system to offer a stand-alone major in Native American Studies. 
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