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Model Job Profile for a Stage 1 Architectural Assistant

(formally known as a Part One Year Out Assistant )

This Model Job Profile is issued by the RIBA for guidance only and will need to be adjusted to meet specific practice requirements.  

You are strongly advised to seek independent advice before using or adapting this Model Job Profile. 

This Model Job Profile is designed for use by architectural practices employing a stage 1 architectural assistant (Part 1 year out) and is intended to be used alongside the RIBA Model Employment Contract.  The duties listed are indicative of the range and level of responsibility expected of an average stage 1 architectural assistant in a medium sized practice offering a placement for the purpose of the RIBA’s Professional Experience and Development Scheme.  (For more information please see www. pedr.co.uk).  Duties & responsibilities may vary according to the size of the practice and any specialist activity undertaken and should be modified accordingly in discussion with the employee. 

Job Title:

Stage 1 Architectural Assistant
Department/ Team:
XXXXX
Reports to:

XXXXX
Overview / Job Purpose

Include here a description of the post and overview of key duties & responsibilities. Add or amend duties as appropriate.
The purpose of the post is to provide architectural support to the practice for a variety of architectural projects at different work stages.  The post is designated a Stage One Architectural Assistant and is expected that the postholder will have achieved a first degree in architecture (RIBA Part 1) intends to undertake professional experience in an architects office under the RIBA’s Professional Experience and Development Scheme.  (For more information please see www. pedr.co.uk).    

Opportunities for professional development and CPD which have the educational objectives of broadening the postholder’s professional experience will be permitted in accordance with the RIBA’s Professional Experience and Development Scheme

Duties

Add or amend duties as appropriate 

The duties set out below outline the range of activities currently required.  They are not a comprehensive list.

Duties may include:

Primary Duties

· Researching and developing solutions to architectural problems.

· Preparation of sketch, working and presentation models as required 

· Assisting in preparing and/or commissioning measured surveys and site reports

· Assisting in preparing presentation materials by CAD and by hand for internal and external purposes 

· Drafting and amending concept and detail designs by CAD and by hand

· Assisting with the integration of technical information and statutory requirements into design and production drawings, including assisting in the preparation of drawings for planning and building control approval, tender and construction purposes

· Drafting and amending technical designs and production information by CAD and by hand

Other Duties

· Assisting in the maintenance of office and project files, printing / scanning drawings and preparing drawing issues.  Maintaining project QA records.

· Researching project briefs, materials and construction products and systems, including using the office library and electronic information retrieval systems

· Assisting with the preparation of specifications and written contract documentation

· Observing relevant internal and external meetings and making notes where appropriate.

· Attending site meetings with the project architect and making notes where appropriate.

· Attending in house and external CPD activities

· Work shadowing and observation of activities within the practice for the purpose broadening the postholder’s professional experience

Staff Responsibilities and Non-staff Resources

· The postholder is expected to work as a team with other members of staff in the practice and is not expected to supervise others’ work.

A list of duties in a job profile is not intended to be all-inclusive and other duties within the practice may be required.  Job profiles do not form part of the contract of employment.  Job profiles will be reviewed annually and when necessary in accordance with organisational needs and any major changes will be discussed with the post holder.

Person Specification 

Detail the abilities and characteristics required to carry out the role.  These should be unambiguous and related to the main tasks.
Category
Essential
Desirable

Education / prior Experience
RIBA Part 1 Architecture Degree
Work experience in an Architect’s Office



Personal Skills
- Team player

- Ability to work under own initiative


Technical Skills
- Drawing and presentation skills

- Written and verbal communication skills

- Design ability 

- Awareness of technical standards, regulatory frameworks and an understanding of building technologies, environmental design and construction methods

- Awareness of how a small business operates 

- Understand the professional duty of care arising from the relationships between client and architects, employer and employee.


- Knowledge of relevant CAD system, (training will be provided) 

Other Factors
e.g. Driving Licence
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