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     INTRODUCTION


Large offices and small offices have some of the problems regarding the personnel required. Each must have a leader or manager, and a number of others to produce the work. Not all offices have the same titles of their employees, and not all with the same title have the same job. A great deal depends upon the size of the office, which in turn depends upon the client of the office. In the next few pages, we will consider the (1) position, (2) education required, and (3) responsibilities, for the several possible positions. Positions are not necessary listed in the order of importance in an office, as we shall see later. In the following pages, we will consider the positions in an office of perhaps twenty to twenty-five persons. In a smaller there may be a number of the positions nay be combined or nonexistent, in the very large office there may be a number of persons with the same titles and the same responsibilities. From a salary position the architect is, or at least should be, the top of the pile. Project manager, specification writer, chief designer, and contractor administrator or next in line are within, approximately, the same salary range. The titles of other positions, plus the two figures in this handout, indicate the relationship of the remaining professionals.

1. THE ARCHITECT


The architect is usually the boss. He is normally (1) college educated in the field of architectural and (2) registered in the city in which his office does business. (3) He has at least three years of experience in other offices, and may have been in his own office of many years. (4) He has ability to meet and talk to clients as well as others in the community, and (5) probably belongs to one or more professional organizations or clubs, primary for possible client contacts. Despite the fact that he is essentially (6) a businessman, (7) he knows his profession and (8) can probably “double” in any position in the office. Although most of the principles in an office have had a formal education in their particular field, there still seem to be quite a few whose formal education may have been in a related field. A number of architects have additional education in urban design and Planning, construction management, industrial science, and few in religion or other sciences. Additionally, some architect have multiple degrees in design, business administration and an increasing number have law degrees. While the architectural graduate usually starts out in his chosen field, it is certainly an advantage to have additional education or experience in a business field when the principle becomes in involved in the management or administration of an office.

In partnerships or corporation organizations, there may be many combinations of expertise included in the abilities of the principles. Not all architects are good designers or good production people. In these situations, it may be very advisable to have persons in charge of design, production or field work, as well as business or office management. What is interesting and challenging to one person may not have same appeal for another, and good combination may spell the success of the office the office Actual arrangement of duties also allows other office personnel to know who is the boss in certain areas and this is particularly important for smooth office operation.

2. PROJECT MANAGER


A person with experience in all aspects of architectural and project management, the project manager may be registered as an architect or engineer, or it may be simply a title, for anticipation of possible future question of registration. Experience is relative, but would probably be in the area of five to twenty years in various office and various positions. He manager the total project and typical responsibilities normally include: 

1. Obtaining and analyzing client requirements,

2. Establishing concepts for structural, mechanical, and electrical systems,

3. Developing design concepts,

4. Checking project development against budgeted time, 

5. Representing the client at public meetings and/or governmental agencies, 

6. The general supervision of progress of the entire project, and

7. He may be a partner or associate in the firm.

In the large offices, the project manager handles almost all of phases of a project after the owner-architect contract is signed. In some cases, the project manager may even “sit-in” on these contract negotiations. In most cases the project manager, then, is the leader of a team composed of design, production and field personnel and directs all consultants who may be needed. Under his supervision:

1. The schematics are prepared,

2. Preliminary documents and design concepts are produced,

3. After client approvals, all of the construction documents (drawings, cost estimates, and

      Specifications) are provided.

4. Also under his general supervision, the bidding procedure is carried out, and all of the field

      Observation

A possible ego-building item is the fact that, in addition to the office name, the name of the project manager is often also prominently displayed on job sign and in project promotion items in newspaper or magazines.

3. JOB CAPTAIN


The job captain may or may not exist many offices. In the smaller offices this position may roughly correspond to that of project manager while in the larger offices he is an assistant to the project manager. As an assistant to the project manager, the duties of the job captain are primarily concerned with the production of the working drawings. While the project manager handles the general affairs of a project, the job captain.

  1. Plans the sheet arrangement,

  2. Assign the various forms of drafting to the crew,

  3. Helps coordination with consultants, and

  4. Complies notes and other information for the specifications department.

In some offices he may be termed a chief draftsman although his position is more than that of a lead draftsman. As with many others in an architectural office, the education of the job captain may be formal or based upon years of experience and the may or may not be registered.

4. SENIOR DRAFTSMAN

A person with substantial knowledge and experience or in younger men, a college graduate, may be senior draftsman, but older men may be from the “school of hard work.” Usually this person has at least eight to ten years experience. Major responsibility for him is in:

1. Coordinating details and dimensions,

2. Checking working drawings for omissions or conflicts prior to bid time,

3. Checking the code compliance 

4. Controlling design continuity in detailing, and

5. In some smaller offices he does major drafting such as floor plans and elevations.

In architectural office this person is fully capable of interpreting any sketches from the design department completely through the finished stage.

The designer seldom sketches all door or window details, roof flashing, railing details, and similar parts. The senior draftsman is able to select proper details or draw them from experience. In a similar manner, the senior draftsman in an engineering circuit, and other required details. With proper experience many senior draftsmen in architectural offices are also capable of doing a limited amount of engineering drafting from rough sketches by the engineer. His experience also makes him a good advisor and supervisor for less qualified or younger draftsmen in the crew.

5. INTERMEDIATE DRAFTSMAN

Education for an intermediate draftsman probably includes graduation from a college of architectural plus three or five years of progressive experience. With less experience than the senior draftsman, the intermediate draftsman:

1. prepares working drawings,

2. Coordinates details with plans or elevations,

3. Works with the senior draftsman, and 

4. In some cases, the intermediate draftsman is proficient in executing presentation drawings, graphics, or renderings.

6. BEGINNING DRAFTSMAN

A person with limited experience in architectural drafting, normally less than two years experience, and without a degree in architecture, is a beginning draftsman. He: 

1. helps to prepare working drawings,

2. Helps prepare presentation drawings,

3. does some correcting of drawings under supervision of others,

4. Traces details, and

5. In small office, he may replace a trainee in this work.

7. TRAINEE

With little or no architectural education or experience beyond high school, trainees often start as the blueprint machine operator. In addition, 

1. he files drawings,

2. delivers office material and drawings,

3. is generally “handle” around the office, and,

4. he may do some basic drawings or tracing of details with supervision.

8. CONSTRUCTION ADMINISTRATION

With a major position in the firm, the constriction administrator should have a total knowledge of construction methods, codes and contracts. He, may be a college graduate with a degree in architectural, construction engineering, construction management, or may have come from the ranks of construction superintendents. His responsibilities include:

1. Actual administration of all projects under construction, 

2. Periodic inspections of the on-site work,

3. Review and decision on shop drawings, 

4. Communication with contractor regarding change orders and payments request,

5. Some contact with manufacturers representatives regarding proper materials,

6. Supervision of field inspectors in larger offices, and

7. In some offices, he may also act as the checker of contract documents. 

His knowledge of plan reading, codes and contracts, plus the fact that has not worked on the drawings or specification, makes it easier for him to spot errors or omission. He is also a ready source for information regarding qualification or ability of general contractors and subcontractors and by his field contacts usually about availability of materials. In small offices, the principal may fill this position, and in other offices, it may be a combination with the project manager spot.

9. SPECIFICATION WRITER

The specification writer must have substantial knowledge of the use of materials and construction methods and may not be registered as an architect. Responsibilities include:

1. Preparation of preliminary and final specifications,

2. Checking working drawings for compliance with specifications,

3. Evaluating and recommending new materials and construction methods, 

4. Dealing with manufacturers representatives,

5. Advising other office personnel on materials or methods, and

6. May also be in general charge of the library and sample room. 

Great literary ability is not a requirement but the “spec” writer must be able to clearly and concisely describe materials and methods to be used the project. Sound knowledge of actual construction methods is a must, and with a bid of experience a better-than-average idea and municipality procedures will be becomes second nature.

The “spec” writer will be a major office contact for most manufacturers representatives and must have, or develop, the ability compare equal products to determine if they are needed essentially equal. Through his constant contact with producers, the “spec” writers in a good position also to advise the designer in regard to availability of materials and their relative costs. Many designers do not consider this possible help, and costly revision of design sometimes result due to poorly selected materials or difficult and expensive installation methods. 

10. THE DESIGNER

Location of the designer in this discussion order does not imply that the designer holds a less important position than others in the office. In fact, this position is one of the most important and quit often is held by one of the principals of the office. College education is normal, and registration may or may not be coincidental but is not mandatory. The designer is responsible for the layout and appearance factors of the project and works with the project manager to provide proper facilities for the client. His work includes:

1. Preparation of schematics 

2. Preliminary layouts,

3. Renderings, and

4. Sometimes interiors or special phases of the work.

While the percentage of design personnel in an office is quite small, 3% to 5% of all projects begin here. The area covered by the designer is not simply to provide a pretty picture, as is quite often suggested, but to carefully and accurately plan the work in accordance with applicable code requirements and clients needs. Most designers are not completely trained, experts, or interested in structural or other engineering systems, and may be limited in their knowledge of the materials available. One the basic idea has materialized into some from, experts in the engineering and materials field should be used to redesign any portions that may be impossible to provide or that may be excessively experience and will exceed the project budget. If a project cannot be constructed within the budget, the design stage is a good place to start revising or even stopping.
11. LIBRARIAN
The Librarian does not formally exist is most offices with less than fifty to seventy-five employees, but is very important when an extensive library has been acquired and a large drafting force is continually using reference material. In smaller offices the “library” is often scattered throughout the office in several different bookcases and most employees know the general whereabouts of specific material or will ask a fellow employee. The architect librarian does not have formal library training. In fact, such training may be a detriment. Filing and retrieval of architectural references consists almost entirely of arranging catalogs and other material in proper areas and in dating and updating new material. A simple check-out system helps keep track of reference and a limited ability to type is helpful in writing to manufacturers for literature. Some prior exposure to building products via manufacturer, distributor, or contractor is helpful. The librarian's position in a number of cases has been the starting spot for specifications writers since constant handling of catalogs and samples often creates an interest in specifications.

Split-job responsibility such as secretary-librarian, or office trainee librarian, does not usually work out, so an office should arrange for a full-time position in most cases, or none at all.

12. ENGINEERS-ARCHITECTS

      In some larger office the special fields of mechanical and electrical design for projects is done “in-houses”. That is in the architect office rather than being “farmed-out” to consultants. This requires educated and registered engineers to design the various systems, and different levels of draftsmen to produce their working drawings. These Engineering positions parallel the architectural positions very closely. The same is true of those responsible for the structural design of a project. An increasing number of engineering offices are including some architectural work and a reversal of the above is obviously true.

Contractors also employ design personnel and a drafting force, so some positions may be comparable in the larger contracting offices. As with the architectural office, some public organization such as large ministries, government agencies also maintain architectural departments and their operation and personnel may be similar, even if called by other names to suit civil service requirements. 

13. NON ARCHITECTURAL PERSONNEL

Almost all office requires the normal complement of secretaries, office accountants, file clerks, receptionist, and other non architectural personnel (office boys, messengers, janitors, etc.). The customary requirements for taking dictation, typing, filing, etc., are necessary and a great variety of education and experience may need to be considered. Smaller offices may need a combination-type person who can handle reception, typing, filing, and perhaps even the accounting.

In larger organization, a number of very specialized positions may be needed:

1. Typists with training on special machines,

2. Accountants with special legal knowledge,

3. Private Secretaries with good organizational ability, and 

4. In some very large offices, even people trained in food handling or processing may be necessary.

OFFICE ORGANIZATION

Most offices are not organized with only one project manager, one designer, and one production group. Such a singular arrangement would mean that, in general, only one project would be processed at a time and this would not be economical or feasible except in very small offices. Therefore two managers (horizontal organization) and specialty personnel (design, consultants, specifications, and construction manager) each contribute their skill to each group as needed. This allows the office to operate properly with a minimum number of specialty people who work only part of their time on one project and can therefore spread their skills.

The arrangement of vertical organization indicates a parallel type arrangement in which each project manager essentially operates a small office (try to create a vertical organization example). Here a design team, consultants, specifications personnel, and construction supervisor are assigned to one group and work with that group only. If the office is large and busy, this system will work satisfactorily but it tends to waste manpower since complete utilization of skills on a full basis rarely possible in all phase of work. It also practically eliminates cooperation between groups or specialty people since they may not even work close together physically. Many offices with some combination of wither possibility. 

OFFICE STAFF

The average office employs approximately 3% to 5% of its entire force in a design capacity. The production force (production manager and the various draftsmen) may total approximately 70%, with remaining 25% to 27% serving as specialty or supporting personnel.

SUMMARY

To most individuals in the architectural business the question of position and responsibility is certain to come up sooner or later, usually sooner. To the architect just starting his office, or expending an existing office, the question of requirements or job description is one of top importance. To any group of active practicing architects, the question of uniform pay for similar positions is a necessity. To the employee, the requirements for the advancement and challenge of the project certainly are of more than passing interest. 

The type of office organization determiners the number of employees of different skills required and their relationship to each other. In many cases of partnerships or corporate organizations, some of the principals may have expertise in design, supervision of construction, or some other specialty and replace an employee. The exact number of each kind of employee varies with the normally done in the office and may be some what influenced by production time available or physical room in the office. Where skilled applicants for employment are few or where space is at a premium, the office may profitable employ more consultants, even for the actual drafting process.   

