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ADVANCE \d3(Distribute four copies to:
2-(originals) to Dept. of Human Resources;

1-(copy) for Department; 1-(copy) to Employe.)
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CODE NO.____________

TITLE OF POSITION:


POS. NO._____________

PAY RANGE NO._______________
ORG. UNIT NO.____________

DATE APPROVED AND EFFECTIVE DATE:



	1.
	OFFICIAL TITLE OF POSITION
Engineering Technician  
	
DEPARTMENT OF HUMAN RESOURCE USE ONLY


DO NOT WRITE ABOVE THIS LINE

	2.
	WORKING TITLE
Engineering Technician 
	5.
	NAME OF PRESENT INCUMBENT


	3.    PAY RANGE NO.

ADVANCE \d3
PRESENT          21A-25A              

PROPOSED 



HOURLY RATE (if no pay range)   

	4.
	TYPE OF POSITION

 ADVANCE \u1FULL-TIMEADVANCE \d1
(
ADVANCE \u1 PART-TIMEADVANCE \d1
ADVANCE \u1(         SEASONALADVANCE \d1   ADVANCE \u1(
	6.
	NORMAL WORKING HOURS
ADVANCE \d6FROM

8:00 A.M                     TO    5:00 P.M.

	
	
	
	7.
	IS ASSIGNMENT TO ANY SHIFT REQUIRED?   First



	8.
	DEPARTMENT
Public Works
	9.
	DIVISION    Architecture, Engineering

               and Environmental Services
	10.
	SUBDIVISION
Site Development


	11.
	DUTIES SECTION.  The purpose of this position is to:
Assist Engineering Staff in various types of data collection, manipulation and presentation for use in creating reports, plats of survey  and  engineering design drawings.  Also manage drawing and correspondence filing and perform file research.

	11a.
	DUTIES SECTION.  Consequences of position removal are:
Delays in obtaining data; requires design engineers to perform technician work; increased overtime compensation; force 

use of consultant at increased project fees; lack of organization and security of engineering drawing and correspondence files.

	11b.
	DUTIES SECTION.  Describe below in detail, the work YOU do.  List regular duties first and then special or occasional duties.  Show time by hours or percentages.


	
TIME


(% of 8 Hr. Day


and Freq)
	
DUTIES YOU PERFORM


ADVANCE \d2(If you require additional space, attach a separate sheet of paper, following the same format.)ADVANCE \u2
	
REQUIRED KNOWLEDGE,


SKILL, ABILITY TO PERFORM
	*(E);

 (NE);

 (P); 

 (M)


ADVANCE \d4
	65%
	
	Under specific supervision: Prepare CADD drawings from field survey and engineering data for use in grading, utility, roadway and other construction projects and property descriptions.

Research of engineering and architectural files to provide plans and other information to County Departments, other governing bodies, consultants and general public.
	
	ability to obtain knowledge of principles and practices of engineering; ability to detail & prepare public works construction  drawings; ability to obtain working knowledge of surveying techniques & procedures; ability to obtain working knowledge of CADD applications, mechanical drafting ; ability to work effectively & harmoniously with others; 

Ability to lift & carry survey equipment weighing up to 50 lbs.
	
	EM

EP



	
	
	
	
	
	
	

	10%
	
	File engineering and architectural plans and specifications.
	
	Same as above.
	
	

	
	
	
	
	
	
	

	25%
	
	Serve on survey crew, when assigned, to collect field data for various projects.


	
	Same as above.
	
	


	ADVANCE \y705
*Choose the appropriate choice(s):  (E)-Essential; (NE)-Non-Essential; (P)-Physical; (M)-Mental


12.  Names and titles of employes you supervise.  If more than five, list number and title.  If you supervise no employes, write "none".

ADVANCE \d613.  Name and title of your immediate supervisor     Karl D. Stave, Resident Contracting Officer                                                               

	14.  Machines or equipment used regularly in your work.  Indicate % of time spent in operating each:
	15.
	If position involves shorthand, % of time spent

ADVANCE \u6in taking shorthand  N/A
%



	Computer                                      
	65%
	
	%
	
	

	
	%
	
	%
	
	


	16.
	Nature and extent of the check or review of your work.
Engineer or/and resident contract manager check drawings.  Work independently under general direction when doing research and filing of plans.  Engineering Technician V checks work while on survey crew.

	17.
	Describe your contacts with other departments, outside organizations, and the general public.  

Receive requests for information from County Departments, municipal governments, utilities, consultants and general public.

	CERTIFICATION:
	I certify that the above answers are my own and are accurate and complete.

EMPLOYE'S SIGNATURE
	Date:

	STATEMENT OF SUPERVISOR


	18.
	Comment on statements of employe.  Indicate any exceptions or additions.

Approved as submitted.



	19.
	What do you consider the most important duties of this position?
Preparation of accurate base maps for engineering design; thorough investigative work with files.

	19a.
	Description of position worksite.

Report to A & E office each day; work at CADD workstation; work extensively with drawing flat files, file index system and correspondence files; occasionally work with one of survey crews, visit various construction sites.


	20.
	Names and titles of employes in department performing similar duties.  If more than four, indicate number of persons under various titles.


	21.
	Qualifications which you think should be required in filling a future vacancy in this position.  Keep the position itself in mind rather than the qualifications of the individual who now occupies it.

	
	
REQUIRED
	
DESIRABLE

	Education (Check One)


	High School
	Degree:  College

	Education, special or

professional
	Level 1 - Ability to be trained in AutoCad, word processing & spreadsheets

Level 2 - Completion of training in AutoCad, word processing & spreadsheets

Level 3 - Completion of advanced AutoCad training, introductory construction

             field inspection & construction management

Level 4 - Advanced training in construction inspection & project management


	Technical School Degree

	Licenses, certificates, or

registration
	Valid Wisconsin Driver's License
	None



	Experience, kind and

number of years
	Level 1 - Demonstrated competent performance in previous assignments/DPW

Level 2 - Min 5 yrs as Eng Tech 1, competent performance in prev assign/DPW

Level 3 - Min 6 yrs as Tech 1, &/or 2, competent perform in prev assign/DPW

Level 4 - Min 10 yrs as Tech 1, 2 &/or 3, competent perform in prev 

              assign/DPW
	Note:  not as desirable, but as a substitute the following apply. 

Level 2 - College or University course work on a yr for yr basis 

             (max 2 yr)

Level 3 & 4 - College or University course work on a yr for yr 

basis (max 2 yr); An Associate degree in Eng Tech may sub for 2 yrs; at Level 4, a min of 5 yrs Milwaukee County experience preferred.

	Special knowledges,

abilities, and skills
	Ability to make accurate and neat drawings in AutoCAD; general knowledge of basic surveying practices, and inspection
	Working knowledge of general construction practices.

	Physical requirements, or

other factors
	Communication skills
	Good health

	SUPERVISOR'S SIGNATURE:                                               TITLE:  Resident Contracting Manager, Site Development      Date: 

	STATEMENT OF DEPARTMENT HEAD

	ADVANCE \d222.
	ADVANCE \d2Comment on the above statements of employe and supervisor.  Indicate any inaccuracies or statements with which you disagree.  Do you agree with the qualifications suggested by the supervisor?



	ADVANCE \d6DEPARTMENT HEAD'S SIGNATURE:ADVANCE \u5

TITLE:

ADVANCE \d2DATE:


M630-2 R1

M:\WPDOC\AEADMIN\POSDESC\ENGRTECH.WPD
