








HELIX WATER DISTRICT

March 12, 2003

Engineering Aide

JOB SUMMARY

Engineering Aide is a nonexempt administrative and clerical support technical class.  Under direct supervision, performs a variety of entry level and field engineering duties associated with right-of-way, planning, design and survey; and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Performs a variety of technical and administrative support tasks requiring basic knowledge of practices and techniques in the engineering field.

2. Prepares, maintains and updates a variety of maps, as-built drawings, plats, legal descriptions, computer-graphics, displays, exhibits and other documents.

3. Locates utilities, easements, property lines and other information on engineering plans.

4. Performs preliminary plan checking of routine projects submitted by developers, engineers or governmental agencies for review of existing District facilities.

5. Gathers, organizes and summarizes information required for easements, main extensions and service agreements, reports, and work orders.

6. Under supervision reviews requests from governmental agencies, developers, contractors and the public for engineering information as assigned.  

7. Checks parcel maps, subdivision plans and various other drawings.

8. Measures and records accurate distances to be used in the determination of locations of boundaries, easements, improvements, structures and topographic features.

9. Assists the survey party on field assignments as needed.

10. Draw plans and maps using computer aided drafting software or by hand.

11. Computes District fees and cost estimates for new services.

12. Researches and assembles information from a variety of sources for the preparation of records and reports.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:

1. General engineering principles and practices.

2. Terminology, methods, practices and techniques of drafting including computer-aided drafting.

3. Engineering maps and records.

4. Mathematics including geometry and trigonometry.

5. Basic terminology, methods and practices of land surveying.

6. Principles and practices of effective business communication.

Ability to:

1. Review and gather technical data and legal requirements.

2. Read figures quickly and accurately and to make arithmetical calculations.

3. Plan, organize and independently carry out assigned duties efficiently and effectively.

4. Understand, interpret, explain and apply federal, state and local laws and regulations applicable to areas of responsibility.

5. Read and interpret engineering drawings, sketches and maps; research and establish property ownership.

6. Prepare clear, concise and comprehensive documents and reports.

7. Communicate effectively orally and in writing.

8. Maintain effective working relationships those encountered in the course of work.

9. Precisely follow written and oral instructions.

10. Access and interpret GIS maps.

Training and Experience:

Training and experience substantially equivalent to graduation from high school or G.E.D. equivalent and three years of increasingly responsible administrative support experience.

Licenses; Certificates; Special Requirements:

A valid California driver’s license and ability to maintain insurability under the District’s Vehicle Insurance Policy.

PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are repre​sentative of those required for the performance of job duties.

Physical Demands:

While performing the duties of this class, the employee is regularly required to sit; talk or hear, both in person and by telephone; and use hands to operate, finger, handle or feel office equipment; and reach with hands and arms. Employees are frequently required to stand and walk and may be required to walk over rough terrain.

Specific vision abilities required by this job include close vision and the ability to adjust focus.

Mental Demands:

While performing the duties of this class, the employee is regularly required to use written and oral communication skills; read and interpret data and legal documents; observe and interpret information and situations; use mathematical calculations; evaluate and solve problems; learn and apply new information; perform highly detailed work; and interact with staff, engineers, consultants, repre​sentatives of other governmental agencies, property owners and others encountered in the course of work, some of whom may be dissatisfied, upset and abusive.

Work Environment:

While performing the duties of the job, the employee works under typical office conditions, and the noise level is usually quiet. Occasional assignments may expose employees to outside weather conditions where the employee must walk over rough and uneven terrain.

GM Approval: 
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