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POSITION INFORMATION 

POSITION TITLE: Construction Administrator 
DATE POSTED: 30 JANUARY 2018 
SUPERVISORS: Partners – Mike Kress & Tom Proebstle 

ABOUT GENERATOR STUDIO 

Located in Kansas City, Missouri, Generator Studio is a full-service architecture and interior design firm 
with extensive experience in hospitality, retail, sports, mixed-use and residential projects.  Our experience 
and approach in achieving client business goals via collaborative design has resulted in a solid industry 
reputation and growth fueled by repeat client business and referrals. Our work encompasses a wide 
range of projects that seem unique—and they are, just as our clients have been.  The common thread, 
however, is the underlying process to collectively think through and determine the business goals and 
end-user goals for architecture to align with – and tying these two sometimes differing goals together via 
programming, design, financing and construction.  The result is authentic architecture unique to its place, 
and projects delivering the greatest value possible to clients.  The end result isn’t ultimately about 
architecture; rather, developments that are inherently economically and environmentally sustainable.  
This is the business we practice. 

POSITION SUMMARY 

Generator Studio is seeking an experienced and collaborative architectural design professional to provide 
on-site construction phase leadership for multiple high-profile clients in the St. Louis metropolitan area. 
This is a full-time salaried position that is anticipated to last approximately 1-1/2 years, with opportunities 
for further engagement. Generator’s culture is design-focused, collaborative, and open, with significant 
career-building opportunities. We offer a competitive salary and benefits package, including health 
insurance and retirement. Please send your resume and examples of your work when submitting interest 
for this position  

DAILY RESPONSIBILITIES 

 Be a proactive leader and represent Generator Studio as the initial and primary contact for 

construction phase related services. 

 Facilitate Owner, Owner’s Representative, and Contractor communications. 

 Conduct daily on-site administration and observation of facilities to monitor construction for 

compliance with construction contract documents. 

 Kansas City based firm leadership and project managers will also be visiting project sites on a 

regular basis. It will be critical to collaborate with and provide progress reports and updates 

to the project teams to ensure that they are informed of construction-related issues, including 

progress of construction. 

 Practical production experience producing design documents and construction documents as 

needed for implementation during the construction phase. Maintain electronically all 

construction phase project documentation. 

 Coordinate with Contractors, Owners and Owner’s Representatives to resolve, document, and 

develop/propose solutions to field issues or coordination items. 

 Attend and document the results of onsite meetings with Contractors and Owner’s 

representatives. 

 Monitor and coordinate submittal shop drawings process for timely review and processing. 
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 Manage and coordinate the Request for Information (RFI) process for timely review and 

response. 

 Review and process pay applications, change orders and changes to the construction 

contract amount. 

 Coordinate with and direct project team members on punch list and project close-out 

processes and documentation. 

 Provide field feedback for the purpose of subsequent incorporation into the improvement of 

office procedures and standards. 

ROLE REQUIREMENTS 

 A Bachelor or Masters of Architecture degree from an NAAB accredited institution. 

 A minimum of 10 years experience in an architectural firm, preference for licensure. 

 Extensive knowledge of all aspects of professional services from schematic design through 

project close-out, including design and technical expertise. 

 A comprehensive understanding of the coordination aspects and requirements of all design 

disciplines. Knowledgeable in materials, methods and practices of construction industry. 

 Knowledgeable of local building department requirements and processes. 

 Cost management, estimating, quality control and constructability analysis experience a plus. 

 A collaborative and team-oriented personality with an ability to research, troubleshoot, multi-

task and work as part of complex teams, as well as individually. 

 Detail oriented, self-motivated, enthusiastic and flexible. 

 Revit, AutoCAD, MS Office, Bluebeam and Adobe software experience is required.  

 Excellent grammar, verbal and written communication skills are critical. 

 An eye for awesome things and design.  

PHYSICAL REQUIREMENTS 

The employee performing this job must regularly be able to use a telephone, computer keyboard and 
mouse, reach with hands and arms, talk and listen. The employee frequently is required to move about 
both in an office environment and on construction sites and sit (often for extended periods), as well as lift 
and carry objects such as books and files weighing up to 15 pounds. The employee is occasionally 
required to stand, stoop, or kneel. Specific vision abilities required by this position include close vision and 
the ability to adjust focus. This job relies on teamwork and collaboration as a critical component for 
succeeding, so the ability to communicate effectively with others is required. Regular and predictable 
attendance is required. Travel and over-nights stays may be intermittent along with attendance at after-
hours events. 

ESSENTIAL JOB FUNCTIONS 

All of the responsibilities, duties, and requirements contained in this job description constitute the 
essential functions of this job which the successful candidate must be able to perform with or without 
requested reasonable accommodations. 


