
UNIVERSITY OF SOUTHERN CALIFORNIA

Space Planning Coordinator

Job Code: 181603

OT Eligible:

Comp Approval:

Assists the planning and implementation of occupant, furniture, and equipment additions, changes, 
and moves to/from units. Coordinates and oversees small- to medium-level interior and facilities 
renovation projects, and monitors, records, and updates space and building occupancy and usage 
data. Ensures task and project compliance with USC Basis of Design (BoD) and all pertinent 
codes, guidelines, and policies. Coordinates with university entities and relevant stakeholders, 
keeping record of work orders and requests for successful project executions. Assists with space-
utilization surveys, selection of building-standard furniture, fixtures and equipment, and 
preparations of annual and project-specific budgets.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

8/2/2019

______ Assists the planning and implementation of occupant, furniture, and equipment 
additions, changes, and moves to/from units. Works with vendors, staff, and 
relevant university stakeholders, solving problems and delegating tasks as needed.

______

______ Coordinates and oversees small- to medium-level interior and facilities renovation 
projects (e.g., laying out, finishing, and replacing furniture) and complete tenant 
improvement [TI] build-outs. Assists the collection of data and submission of 
facility, key, and IT service requests.

______

______ Monitors, records, and updates space and building occupancy and usage data. 
Organizes and maintains computer-aided facility management (CAFM) databases, 
and compiles and prepares reports for departments/units as needed or requested.

______

______ Ensures task and project compliance with USC Basis of Design (BoD) 
documentation and guidelines, as well as building, ADA, and Fire, Life, and Safety 
codes. Ascertains and adheres to any pertinent space- and building-specific 
guidelines and policies. Provides recommendations for any desired or needed 
changes to facilities.

______

______ Assists with space-utilization surveys, annual budget preparations, and selection of 
building-standard furniture, fixtures and equipment (FFE). Schedules, coordinates, 
and manages space-planning meetings, and prepares agendas and other 
presentation materials.

______

______ Coordinates with university entities and relevant stakeholders (e.g., ITS, Facilities 
Management Service [FMS], University Communications), keeping record of work 
orders and requests for successful project executions.

______

______ Assists in budget preparation and day-to-day administration of space-planning 
projects. Tracks and monitors expenditures, revises budgets as needed, and works 
with department/unit finance departments with processing invoices.

______

______ Represents department/unit projects with Facilities Management Services (FMS) 
and Capital Construction Development (CCD). Reviews project details, blueprints, 
and processes, and prepares necessary reports and memos, as requested or 
needed.

______
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*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

JOB QUALIFICATIONS:

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential:

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those 
plans is required.  During or immediately following an emergency, the employee 
will be notified to assist in the emergency response efforts, and mobilize other 
staff members if needed.

No

Yes

Minimum Education:

Bachelor's degree

Combined experience/education as substitute for minimum education

Minimum Experience:

3 years

Combined education/experience as substitute for minimum experience

Preferred Education:

Bachelor's degree

Preferred Experience:

4 years

Minimum Field of Expertise:

Experience in space planning, architecture, interior design, or related fields. Knowledge of 
computer-aided facility management (CAFM) systems and space databases. Familiarity 
with Basis of Design, building, ADA, and Fire, Life, and Safety codes. Demonstrated 
analytical, critical-thinking, research, and problem-solving skills. Ability to interpret, analyze, 
and apply pertinent policies, procedures, regulations, and requirements. Demonstrated 
assessment, interpersonal, networking, and oral and written communication skills. 
Experience in a leadership and/or guidance role, with demonstrated networking, 
organizational, scheduling, and planning skills.

Preferred Field of Expertise:

Bachelor’s degree in architecture, interior design, or related fields. Four years’ experience 
in space planning or relevant industries. Support services experience in architecture, 
engineering, construction management, design, and/or higher education. Demonstrated 
experience with computer-aided facility management (CAFM) systems, and space 
databases. Knowledge of with Basis of Design, building, ADA, and Fire, Life, and Safety 
codes.
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SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer


