1. Identify Client Requirements
1.1A. Research current and relevant local government building design requirements and approval processes.
· Researched the local government building design requirements and approval processes, including reviewing the local building code, zoning regulations, and planning guidelines specific to the project location.
· https://www.epw.qld.gov.au/__data/assets/pdf_file/0015/4263/mandatory3.5constructionofbuildingsinfloodhazardareas.pdf
· https://www.epw.qld.gov.au/__data/assets/pdf_file/0023/4829/qdcmp4.3supplementarywatersourcescurrent.pdf
· Gatton Planning Scheme with LGIP 20180627.pdf
1.1B. Determine local government requirements, restrictive covenants, permits, and planning requirements.
· Building Regulation 2021 Part 3 7 Designation of area prone to bush fire
· Building Regulation 2021 Part 9
· Gatton Planning Scheme with LGIP 20180627.pdf
1.1C. Access, read, and determine relevant government construction legislation.
· Accessed and read relevant components of the Building Act and associated regulations to determine the legal requirements and obligations for the construction project.
· Identified that the project needs to comply with specific fire safety standards and accessibility requirements outlined in the legislation as well as various other legislations.
1.1D. Provide correct legal, technical, and product information to the client.
· Provided the client with accurate legal information, such as the duration and process of obtaining the necessary permits and approvals from the local government.
· Shared technical information, such as the recommended structural design and specifications for the project.
· Supplied product information on specific materials that meet the required standards and regulations for the project.
1.1E. Organise site investigation.
· Organised a site investigation by engaging a geotechnical engineer to conduct soil testing to assess the soil conditions and determine the foundation requirements for the project.
1.1F. Identify and document site features and factors that may influence the building design requirements.
· Identified a nearby river that may require additional flood prevention measures and influence the building's positioning.
· Documented the presence of a large tree on the site that may impact the design in terms of site layout and foundation design.
1.1G. Discuss site and building information that may affect the design requirements with the client.
· Engaged in detailed discussions with the client regarding the presence of a nearby main road and rail line, which may require additional noise insulation measures and impact the building's orientation and design.
1.1H. Determine and confirm client requirements.
· Discussed the client's preference for an open floor plan with natural lighting and confirmed their desire for energy-efficient design features, such as solar panels and high-efficiency HVAC systems.
2. Prepare Preliminary Documentation
1.2A. Locate and adhere to workplace processes for preparing documentation.
· Located and adhered to the company's standard procedures for preparing documentation, including a specific document naming convention, version control, and file management process.
1.2B. Identify and address documentation, design, and copyright risks.
· Identified the risk of document loss and implemented regular backups and secure document storage systems.
· Addressed design risks by conducting thorough design reviews with the design team to ensure compliance with safety regulations and industry best practices.
· Addressed copyright risks by verifying that all design elements and images used in the documentation were properly licensed or obtained permission from the copyright holders.
1.2C. Accurately communicate requirements for sketch plans and drawings to drafting personnel.
· Clearly communicated design requirements, such as room dimensions, specific material preferences, and desired aesthetic features, to the drafting personnel.
· Conducted regular meetings to review the progress and accuracy of the sketches and make necessary adjustments.
1.2D. Prepare and complete preliminary contract, agreement, and estimated processing costs.
· Prepared a preliminary contract outlining the scope of work, payment terms, and project timelines.
· Provided an estimated breakdown of material costs, labour costs, and other associated processing costs for the project utilising the estimates from Subcontractors and Consultants.
1.2E. Submit documents to the relevant personnel for checking and recording.
· Submitted the prepared documents, including the contract, sketches, and cost estimates, to the designated personnel responsible for quality control and record-keeping. As well as seeking approval from my higher up (Commercial Manager)
· Ensured that all documents were complete, accurate, and compliant with internal procedures and standards.
3. Establish Client Satisfaction
1.3A. Forward plans, developed documents, and estimated costs to the client for review, amendment, and approval.
· Shared the developed plans, sketches, and cost estimates with the client for their review and feedback.
· Incorporated requested amendments, such as modifying room layouts or adjusting material choices, based on the client's input.
· Obtained the client's approval and acknowledgement of the final plans and associated costs.
1.3B. Confirm client's understanding of the extent and cost of required site works.
· Conducted detailed discussions with the client to ensure their clear understanding of the scope and associated costs of the required site works, such as excavation, grading, and utility connections.
· Provided visual aids, cost breakdowns, and explanations to facilitate comprehension.
1.3C. Identify variations and problem areas and analyse and rectify issues in consultation with the client.
· Identified a variation in the design that required modifying the roof structure due to a change in client preferences.
· Collaborated with the client to analyse and rectify the issue, ensuring a mutually agreed-upon solution that met the client's revised requirements.
1.3D. Verify accuracy of amended documentation and ensure client requirements are met.
· Conducted a thorough review of the amended documentation to verify accuracy and compliance with the client's revised requirements.
· Ensured that the client's requested amendments were accurately incorporated and reflected in the final documentation.
· Obtained final client approval and confirmation of the amended documentation.
4. Finalise Contract Requirements
1.4A. Check all plans, documents, and specifications sighted by the client are signed or initialled.
· Verified that all plans, documents, and specifications sighted by the client were properly signed or initialled, indicating their acknowledgement and acceptance.
· Ensured that the client's signature was present on the relevant documents, such as the contract and design specifications.
1.4B. Compile signed documents and forward them to the relevant person for verification and processing for the next stage.
· Compiled all signed documents, including the contract, design specifications, and client approvals, into a comprehensive package.
· Forwarded the compiled documents to the relevant personnel responsible for further verification and processing for the next stage of the project.

