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CFFI CE ENG NEERI NG TECHN A AN, 7212

Summary of Duties : Performroutine, noderately difficult, or
difficult office engineering work of a subprofessional character in
maki ng conput ations, preparing plans, specifications and sanples, and
conpiling or assisting in conpiling data required for the preparation
of engineering reports, estimnmates, designs, specifications, schedul es
pl ans and the coordi nati on of engineering projects; nmay supervise such
wor k; and does rel ated work.

D stinguishing Features : O fice Engineering Technicians are required
to performgeneral subprofessional office engineering work, under
cl ose supervision, where assignnents are specific.

Somre O fice Engineering Technician positions require famliarity with
engi neering techniques and the ability to nake engi neering

cal cul ations. Enpl oyees assigned to these positions usually work

w t hout cl ose supervision, however, nost of the subprofessional office
engi neering work is repetitive or follows standard procedures.

Some O fice Engineering Technician positions performthe nore
difficult and responsi bl e subprof essional office engineering work,

i ncluding the gathering, conpiling, and processing of technical

engi neering data for planning, financing, and coordinating nmunici pa
engi neering projects, and nay supervi se enpl oyees perform ng
subpr of essi onal engi neeri ng wor K.

Exanples of Duties : Drafts and nmakes mnor changes on nmaps and
drawings fromfield notes and data using common draw ng instrunents;
makes m nor mat hemati cal cal cul ati ons involving the use of
trigononetry; does freehand and nechanical lettering; colors nmaps;
checks | and areas; does copy drafting and house nunbering; indexes,
cross-references and files nmaps, charts, graphs, and simlar
engineering data; files, makes record searches and nai ntai ns

engi neering records; calcul ates costs of naintaining public

i nprovenent systens; deli- neates assessnent district boundaries;
reviews Council calendars and digests, and | egal and construction
newspapers for itens pertaining to assessnment project processing;
prepares routine petitions, notices and ordi nances for assessnent
proceedi ngs; prepares routine statistical reports.

Assists in conpiling data for plans, specifications, cost estinates,
conputer files and reports; conpiles and anal yzes data pertaini ng
to\the operation and changes to el ectrical generation, transm ssion,
and distribution equiprent and facilities; nakes engineering

cal cul ati ons; does drafting, sketches and prelimnary work rel ativeto
design; conpiles statistics; checks field books; nmakes field
investigations; plots tract maps; checks |egal property descriptions
and neets the public when answering engi neering questions; wites



routine reports; checks data used in sinple plans, diagrans or naps;
does routine quantity take-offs; assists engineers in design and
coordinating work; assists in coordinating public inprovenent
assessnent project proceedings with other offices; assists in
preparing routine reports, notices, ordinances, |letters and ot her
docunents rel ated to assessnent project authorization, public hearings
to proceed with the project, or to confirmassessnents, award
contracts, and finance project costs; calculates the costs of

mai ntai ni ng public inprovenents; delineates assessnent district
boundari es; and assists in identifying, conputing, and apportioni ng
routine cost of public inprovenents in relation to benefits received.

Gat hers, conpiles, and processes technical engineering data and
prepares special reports and routine correspondence as requested;
assenbl es, reviews, and verifies information; files and retrieves
survey data and di spenses survey data to governnental agencies and the
public, prepares project records and status reports; verifies quantity
and cost estinmates; nakes field trips to various design offices to
coordinate priorities and resol ve project scheduling problens; reviews
desi gn schedul es; investigates delays, and recommends transfer of
projects or personnel to expedite design conpletion; anal yzes and
recomrends system procedures and control methods; conpiles and

anal yzes data pertaining to the operation of and changes to el ectri cal
generation, transmssion and distribution equi pnent and facilities;
operates data processing term nal devices; naintains and nmakes

nmodi fications to conputer prograns; may supervise individuals
perform ng subprof essional engi neering work; and may occasionally be
assigned to other duties for training purposes or to neet

t echnol ogi cal changes or energenci es.

Qualifications : A general know edge of trigononetry as applied to the
conput ati on of distances, angles, areas and traverses; a general

know edge of engineering information; a general know edge of
fundamental s of electricity and nechani cs; a general know edge of
principles and instrunents used in drafting, sketching and tracing; a
general know edge of el ectronic conputing and processi ng net hods; a
general know edge of English grammar usage; the ability to perform
freehand and nmechanical lettering; the ability to read and interpret
maps, draw ngs and graphs; the ability to understand and carry out
witten and oral instructions relating to engineering work; the
ability to perform nat hemati cal conputations quickly, neatly and
accurately; the ability to use drafting instrunments, planineters, and
cal cul ati ng nachines efficiently; the ability to prepare and interpret
sket ches, drawi ngs and | egal property descriptions; the ability to
communi cate and work effectively w th professional engineers,

supervi sors, other enployees and the public; the ability to keep
records and prepare clear concise reports.

Sone positions al so require a good know edge of safety principles and
practi ces; a working know edge of electrical equipment nornally found
inalarge electric utility system a working know edge of
logarithmc, trigononetric and curve data tabl es; a working know edge



of laws and regul ations related to equal enploynment opportunity and
affirmative action; a general know edge of field survey and
construction practices; a general know edge of civil engineering
practices and procedures as applied to sewerage, stormdrai n and
street and hi ghway construction; a general know edge of nenoranda of
understandi ng as they apply to subordinate personnel; a general

know edge of Gty personnel rules, policies and procedures; the
ability to prepare summary and status reports and recommendations in
connection with the coordi nation of engi neering design work; and the
ability to supervi se enpl oyees engaged i n subprof essi onal engi neering
desi gn wor K.

Conpl etion of a course in trigononetry is required for fice
Engi neeri ng Techni ci an.

License: Awvalid California driver's license may be required for sone
positions in this class.

Physical Requirenents : Strength to performaverage lifting of |ess
than 5 pounds and occasionally over 15 pounds; arm hand and fi nger
dexterity involved in handling, fingering and feeling; 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 nade on an individual basis in
[ight of the person's limtations, the requirements of the position,
and the appointing authority's ability to effect reasonabl e
accomodations 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 all of the duties and responsibilities
of any individual position shall be.



