
ORANGE UNIFIED SCHOOL DISTRICT  
 

SPECIALIST, FACILITIES DEVELOPMENT & PLANNING 
 
  
DEFINITION 
Under administrative direction of the Senior Executive Director, plan, coordinate, administer and 
oversee the planning activities, phases of design and day-to-day operations of the Facilities 
Development and Planning Branch; The Specialist of Facilities Development and Planning 
oversees the daily activities involved in the delivery of services within various units of the Branch; 
The position requires the ability to coordinate multiple tasks and oversee various functions to 
assure achievement of operational objectives; Incumbents will coordinate activities with district 
site administrators, community members and representatives, vendors, architects, and public 
agencies to assure the facility planning process meets stated objectives in a timely manner. 
 
ESSENTIAL DUTIES 

• Plan, coordinate, administer and oversee planning activities, phases of design and day-to-
day operations and assure compliance with applicable laws, codes, rules, and regulations.  

• Prepare and oversee preparation of plans, estimates, requests for proposals, specifications, 
bid forms and contracts for construction, renovation, and related services.  

• Supervise the performance of assigned personnel; coordinate and assign work; interview 
and select employees and recommend disciplinary action.  

• Oversee and monitor projects to ensure completion of work in compliance with District 
standards outlined in contractor agreements.  

• Coordinate and oversee pre-construction and planning activities related to modernization, 
new construction, portable inventory and replacement, master planning, site environmental 
investigations and compliance with applicable laws, codes, rules, and regulations.  

• Participate in developing long-range facilities plans; assist in maintaining the District’s site 
and building master plans and related documents.  

• Provide operational leadership to facilities, planning, engineering, and construction 
management; meet regularly to coordinate and integrate multiple stages of ongoing projects 
to assure seamless, timely, and cost-effective completion.  

• Review, evaluate and conduct procedural studies of existing facilities work methods and 
operations; recommend proposals for improvements and implement modifications as 
needed.  

• Develop and implement safety programs; evaluate personnel in the proper performance of 
safe and efficient work methods and practices and appropriate use and care of equipment.  

• Develop and recommend new or revised policies, procedures, rules, regulations, and 
project schedules for facilities, construction, and engineering projects.  

• Confer with District staff and manufacturer representatives regarding new or improved 
products, trade practices and methods of construction; prepare recommendations regarding 
the purchase of equipment and products.  

• Assist in developing, preparing, and monitoring the annual preliminary budget for the 
department; analyze and review budgetary and financial data; control and authorize 
expenditures in accordance with established limitations.  

• Communicate with District administrators, personnel, vendors, contractors, and other 
outside organizations to coordinate activities and programs, resolve issues and conflicts 
and exchange information.  
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• Provide technical expertise, information, and assistance to the Senior Executive Director 

regarding assigned functions; advise the Senior Executive Director of unusual trends or 
problems and recommend appropriate corrective action.  

• Direct and participate in the preparation and maintenance of a variety of narrative and 
statistical reports, records and files related to assigned activities and personnel.  

• Operate a computer and assigned software; drive a vehicle to conduct work.  
• Attend and conduct a variety of meetings, conferences, and workshops; maintain current 

knowledge of laws, codes, rules, and regulations related to assigned activities.  
 

QUALIFICATIONS 
Knowledge of: 
Principles, methods, techniques, and strategies pertaining to administration, supervision, and 
training of staff;  
Practices, procedures and trends of management, organization, and supervision; 
Applicable Federal, State, and local laws, codes and regulations including the LeRoy F. Green 
School Facilities Act and the Emergency Portables Classroom Act; 
California Environmental Quality Act (CEQA) laws related to school facilities programs including 
appropriate safety procedures and hazardous material compliance; 
Developer Fee statutes, and redevelopment revenue programs; 
Legislative processes and the structure of local and State government; 
Public agencies responsible for planning and development of the local geographic area; 
Legal mandates, policies, regulations, and operational procedures pertaining to the maintenance, 
repair, construction of agency facilities, and equipment; 
Practices, procedures, techniques, and strategies for determining operational effectiveness, 
project management theory, and principles;  
Budget preparation and control; 
Terms, procedures, and equipment used in the design, construction, maintenance, and operation of 
buildings and facilities; 
Oral and written communication skills, public speaking techniques, and interpersonal skills using 
tact, patience, and courtesy; 
Safe and sanitary working methods and procedures. 
 
Ability to: 
Effectively and efficiently plan, organize, and develop work methods, procedures, and schedules; 
Plan, coordinate, administer and oversee the planning activities, phases of design and day-to-day 
operations of the Facilities Development and Planning Branch; 
Analyze, interpret, and explain applicable laws, codes, rules, regulations, policies, and procedures, 
and ensure District compliance; 
Prepare and direct the preparation of a variety of comprehensive narrative and statistical reports; 
Plan, organize, assign, supervise, and evaluate the functions and activities of construction and 
maintenance personnel; 
Develop and prepare departmental budgets, and accurately estimate time and material costs; 
Establish and maintain an effective data management, storage, and retrieval system;  
Prepare, interpret, and work from plans, specifications, schematics, diagrams, and drawings;  
Communicate effectively in oral and written form;  
Prepare and deliver oral presentations; 
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Understand and carry out oral and written directions, analyze situations accurately, and adopt an 
effective course of action;  
Establish and maintain effective organizational relationships; 
Drive a vehicle to conduct work; 
Occasional work evening and variable hours. 
 
PHYSICAL DEMANDS 
The physical requirements indicated below are examples of the physical aspects that this position 
classification must perform in carrying out essential job functions. 
  

• Seeing to read a variety of materials and inspect construction sites; 
• Must have an adequate range of motion in the upper extremities; 
• Walking over rough and uneven surfaces. 
• This type of work may involve ascending and descending ladders, stairs, scaffolding, and 

ramps, and will involve sitting, walking, or standing for extended periods; 
• Perceiving the nature of sound, near and far vision, depth perception, providing oral 

information, the manual dexterity to operate equipment and use hand tools, and handling 
and working with various materials and objects are important aspects of this job; 

• Exposure to hot, cold, wet, humid, or windy conditions caused by weather may 
occasionally be experienced. 

 
Reasonable accommodation may be made to enable a person with a disability to perform the 
essential functions of the job. 
 
EXPERIENCE AND EDUCATION 
Any combination of experience and training that would likely provide the required knowledge and 
skill is qualifying. A typical way to obtain the required knowledge and skill would be:  
 
Experience: 
Four years of experience in managing and directing construction, urban studies, and/or facilities 
planning. Experience in educational facility planning and construction is preferred. 
 
Education: 
Bachelor’s degree in planning, construction management, architecture, or a related field. A 
master’s degree in one of the above-mentioned fields is desirable.  
 
License Requirement 
Licensure as a registered Architect or Engineer is desired. 
Possession of a valid California Motor Vehicle Operator’s License. 
 
Condition of Employment 
Insurability by the District’s liability insurance carrier. 
 


