8-3-90 SENICR G M L ENG NEER NG DRAFTI NG TECHN A AN, 7207

Summary of Duties : Assigns, reviews, checks and eval uates the work of
drafting technicians engaged in the preparation of civil and
structural engi neering draw ngs, plans or record maps; or perforns

t echni cal subprof essi onal engi neering work in preparing designs,

pl ans, specifications and estimates; may apply supervisory principles
and techniques in building and nmai ntaining an effective work force;
fulfills affirmati ve action responsibilities; and does rel ated work.

D stinguishing Features : The work performed by an enpl oyee of this
class i s subprofessional engineering and may include supervising a
smal | group of drafting technicians, or performng mnor design work
where principles and department procedures are well established.

Fi ni shed work is checked agai nst instructions for accuracy and for
conformance to good design principles and practices. Wile sone
drafting work conparable to that done by Gvil Engineering Drafting
Techni ci ans may be perforned by Senior Gvil Engineering Drafting
Technicians, the latter receive the nore difficult and conpl ex
projects. In addition, the latter may check the work of, and exercise
supervision over, the fornmer. The ability to instruct drafting

t echni ci ans and to schedul e and coordi nate work for the best
utilization of their skills and resources is essential. Sone

i ncunbents in the class of Senior Gvil Engineering Drafting
Techni ci ans, when functioning as bona fide supervisors, are

di stingui shed fromlead workers in that they are responsible for the
full range of supervisory activities including application of

di sci pline, processing and resolution of grievances, evaluation of
performance, and approval of tine-off requests.

Exanples of Duties : Assigns, coordinates, reviews, checks, and

eval uates the manual drafting or Conputer A ded Drafting (CAD) work of
a small group of drafting technicians engaged in the preparation and
mai nt enance of plans, draw ngs, charts, graphs, and plot and record
maps of drai nage and sewer systens, street |lighting systens, traffic
signals and striping, water and power transm ssion and distribution
systens, easenents, boundaries, tracts, paving and gradi ng, sewage
treatnment plants, power generating, distributing, comrercial and
service facilities, and other public works projects; instructs
drafting technicians, individually or as a group, on the sources of
engi neering information, in the anal ysis of engineering and surveyi ng
instructions, field notes, sketches and docunents, and in various
drafting procedures, techniques and work processes; reviews draw ngs
for correctness, conpleteness, and neatness; uses cal cul ators,
conputers, trigononetric tables, or planineters to review nat henatica
conputations of drafting technicians foraccuracy; checks electrical,
nmechani cal, and structural drawi ngs to determne conformance to Gty,
County, State, and Federal codes and standards; reports unworkabl e

ci rcunst ances and suggests corrections where necessary; confers with
contractors, engineers, surveyors, Gty enployees and the public to
obtain data, interpretation and clarification of facts, and deci si ons
on views, elevations and profiles desired, clearer scaling, and use of




applicabl e lines; conpares and checks fini shed design drawi ngs with
sketches, instructions, requirenments, and standards; may nake field
trips to project sites, occasionally wth subordinates, to obtain data
and observe conditions pertaining to particul ar assignnments;
participates in, or directs, the research and anal ysis of naps,
records, ordinances, |egal descriptions, technical manuals, and ot her
docunents to obtain engineering, financial, legal, or historical data;

Assists in the preparation of drafting standards and procedures for
sinplification of drafting nethods, procedures, and processes; designs
mnor portions of major projects that conformto well- established
principles; prepares and advises in the preparation of the nore
difficult and conpl ex draw ngs, including determning the proper scale
for drawi ngs and preparing isonetric and orthographic projections,
cross sections, elevation drawi ngs, and materials lists; makes the
nore difficult mathenatical conputations using cal culators, conputers,
and ot her devices for determning alignment, grade, slope, elevation,
bearings, distances, areas, tangent |ines, horizontal and vertica
curve data, and structural dinmensions; nmay act as a liaison with
custoners, Gty departnents, the public, and others in handling the
nore difficult problens and in providing informati on regardi ng public
wor ks projects; nmay plot new subdivi sons and assi gn street address
nunbers; may review contract draw ngs and coordinate utility

rel ocati on as necessary; devel ops and nai ntai ns project schedul es and
progress reports; makes deci sions on reproduction processes to be
used; participates in the maintenance of conputer-stored and mcrofilm
records; prepares nmenbos as needed to comuni cate with others;

prepares, or assists in the preparation of standard and narrative
reports; communi cates equal enploynent/affirmative action informnation
to enpl oyees; applies or assists in the application of job-related
criteria in selecting, orienting, assigning, training, counseling,

eval uating, and disciplining subordinates; assists enpl oyees in
preparing for pronotion as described in the Gty's Affirmative Action
Program and may be assigned to other duties for training purposes or
to meet technol ogi cal changes or energenci es.

Qualifications : A good know edge of the principles, techniques,
materials, equi pnent, and nonenclature used in civil and structura
engi neering drafting; a good know edge of al gebra, plane geonetry, and
trigononetry, particularly as applied to the conputati on of distances,
angl es, areas, and traverses in the reduction of survey notes; a good
knowl edge of the scope and interpretation of various Gty, County,
State, and Federal codes and standards; a good know edge of the
sources of engineering information; a good know edge of safety
principles and practices; a good know edge of supervisory principles
and practices including planning, delegating and controlling the work
of subordi nates; a good know edge of techniques of training,
instructing and eval uating subordi nate work perfornmance; a good

know edge of techni ques for counseling, disciplining, and notivating
subor di nat e personnel; a good know edge of the procedures for

gri evance handling; a good know edge of supervisory responsibility for
EEQ AA as set forth in the Gty's Affirmative Action Program a




wor ki ng knowl edge of of the characteristics of printing and
reproduction processes; a working know edge of the |aws and

regul ations related to equal enploynent opportunity and affirmative
action; a working know edge of menoranda of understandi ng as they
apply to subordi nate personnel; a working know edge of the principles
and practices of civil engineering; a general know edge of the
principles and practices of |and surveying; a general know edge of
Conputer Aided Drafting (CAD); a general know edge of Gty personnel
rul es, policies and procedures;

The ability to anal yze drafting probl ens and present practical
solutions; the ability to use trigononetric, and curve data tables;
the ability to use drafting tools and equi pnent, planineters, and

cal cul ators and conputers efficiently; the ability to do nachi ne and
free hand lettering; the ability to prepare and interpret the nore
conplex and difficult maps, plans, detail draw ngs, charts, graphs,
tabl es, and technical and | egal descriptions; the ability to give
clear and concise oral and witten instructions to drafting personnel
on a variety of civil and structural engineering drafting procedures,
t echni ques, and work processes; the ability to deal tactfully and
persuasively with contractors, engineers, surveyors, Gty enpl oyees,
and the public; the ability to communicate effectively both orally and
inwiting; the ability to prepare clear and accurate standard and
narrative reports; the ability to maintain a work environnent to
enhance both enpl oyee noral e and productivity; the ability to apply
supervi sory principles and techniques; the ability to fulfill

supervi sory affirmative action responsibilities as indicated in the
AGty's Affirmative Action Program and the ability to supervise a
smal | group of drafting technicians.

Three years of full-tinme paid civil engineering drafting experience as
a AGvil Engineering Drafting Technician or in a class which is at
least at that level is required for Senior Gvil Engineering Drafting
Techni ci an.

License: Avalid California driver's |icense and a good driving record
may be required.

Physical Requirenents : Strength to performaverage lifting of |ess
than 5 pounds and occasionally over 15 pounds; good speaki ng and
hearing ability; and good eyesight.

Persons with nedical limtations nmay, wth reasonabl e accomodati ons,



be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be on an individual basis in |ight of
the person's limtations, the requirenments of the position, and the
appoi nting authority's ability to effect reasonabl e accommodations to
the person's limtations.

As provided in Gvil Service Commssion Rule 2.5 and Secti on
4.55 of the Admnistrative Code, this specification is
descriptive, explanatory and not restrictive. It is not intended
to declare what the duties and responsibilities of any position
shal | be.



