
2019 Schemata Workshop Job Descriptions 

 

While it is understood that individuals may join Schemata at various points in their career, it is presumed that each 
staff level builds upon the previous. The tasks/skills required of a lower level are presumed to have been mastered. 

SENIOR ARCHITECT 

Responsible for coordination of all project efforts, administrative and technical, to ensure the most efficient and cost-
effective execution of assigned projects. Prepares strategic plans for project success. Serves as primary liaison with 
clients to bring project milestones in on schedule, within budget, and with maximum client satisfaction. Actively 
manages client budgets, schedules, and programs; project communications and documentation; office administrative 
tasks; and project team assignments. Estimates fees, determines scope of work, and prepares proposals and 
contracts on the most complex projects. Provides oversight and monitoring of work of less experienced project 
managers. May act in a team leader capacity in the absence of the manager.  

Develops solutions and creates project designs and plans for all phases while coordinating building design 
consultants and monitoring drawings. Initiates and is responsible for the creation of project presentation and design 
drawings. Coordinates all disciplines and agencies related to building design while monitoring their drawings, 
applications, and submittals. Typically has extensive experience in all phases of architecture and engineering, 
including substantial and varied experience in project planning. 

Helps to bring in projects strategically aligned with the firm’s values. Participates in management of the firm. 
Contributes to building a positive image of the practice in the community. Positively mentors younger staff. 

10-12+ years of experience. Registered architect.  

ARCHITECT 3  

Has full responsibility for managing all aspects of multiple small to mid-sized projects. Prepares strategic plans for 
project success. Responsible for the coordination of all project efforts, administrative and technical, to assure the 
most efficient and cost-effective execution of assigned projects. Serves as the primary client liaison to bring the 
schedule, budgets, and scope of work to completion and to the client's satisfaction. Actively manages client budgets, 
schedules, and programs; project communications and documentation; office administrative tasks; and project team 
assignments. Estimates fees, determines scope of work, and prepares proposals and contracts. Typically has 
extensive experience in all phases of architecture and engineering, including substantial and varied experience in 
project planning. 

Assists with planning and development of medium to large-scope projects with many complexities. May assist with, 
execution and coordination of projects, and may oversee a large staff of architects and interns.  

Licensed architect with major project responsibility while working under minimal supervision. Responsible for 
interpreting, organizing, executing, and coordinating assignments. Involves exploration of subject area, definition of 
scope, selection of items for investigation, and development of concepts and methods.  



Is able to manage a project from start to finish. Is comfortable on site. Can negotiate with clients, building officials 
and contractors. Is able to identify needed details and generate them and also eliminate un-needed standard details 
from the set. Has a solid understanding of the building code and stays current with subsequent editions. Is nimble 
researching jurisdiction requirements and works well with representatives from building and land use departments. Is 
a trusted face to clients, subconsultants and building officials. Is able to put together an entire project manual, 
including front-end requirements. Has a good understanding of a range of construction & occupancy types. Has 
directly participated on projects that implement sustainable building concepts and techniques. Has a thorough 
understanding of energy and building envelope design in the Pacific Northwest. Develops fee proposals, helps craft 
contracts and tracks billings. Has specialized knowledge or experience in one or two areas. 

~10+ years of experience. Registered architect.  


