[Insert Your Company Name]
Job Description

Job Title:  CAD Technician  _____________________________________________________________________

Exempt (Y/N):  No                                           

Supervisor: Project Manager

Prepared by:      [Name of CAD Technician]
                        

Date:  01/25/02

Approved by:    [Name of LS]    

          

Date: 

_____________________________________________________________________

SUMMARY: 

The CAD Technician at [Your Company Name] provides  office staff  with filed data to analyze and present graphically.  The CAD Technician supervises the Instrument Personnel to perform surveying tasks in the most efficient way possible.

AUTHORITY AND REPORTING RELATIONSHIPS:
The CAD Technician at [Your Company Name] is hired by, and reports to the Project Manager. The Instrument Personnel reports to this position.

This position has the authority to direct and lead the Instrument Personnel in what needs to done to accomplish the survey.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

The CAD Technician is responsible for:

· Create and edit drawings to meet specifications

· Calculate and plot data gathered from field notes and prepare documents and drawings

· Provide needed drawings to client as approved by Engineer for the client

· Preparation and management of electronic files

· Maintain a good understanding of all relevant standards
· Assists with the preparation of required and requested reports
· Research technical data necessary
The CAD Technician's duties include but are not limited to:

1. Organize and maintain a filing system of data related to drafting and surveying - 
whether recipients need the drawings printed, emailed or on a CD

2. Maintain drafting office equipment including auto cad stations, plotter and print machine and advise front office when supplies need to be ordered

3. Spends long hours seated at a CAD workstation

4. Performs other duties as assigned/needed

5. Check closure and area

6. Do all line work

7. Label property lines

8. Label easement

9. Label right-of-way(s) and street(s)

10. Label buildings

11. Label miscellaneous

12. Insert title block

13. Be vigilant for ways to improve methods or procedures and make suggestions to the Project Manager

14. Additional duties which the President and General Manager may request

MEASURES OF PERFORMANCE:

The CAD Technician will be deemed to be performing satisfactorily when:

· Complete job within budget

· Have followed established survey standards and guidelines

· All tasks completed as required

· Not having to do a call back on a survey

· Client and [Your Company Name] satisfaction with work performed

QUALIFICATION REQUIREMENTS: 

To execute this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skills, and abilities required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE:

Associate's degree (A.A.) or equivalent from two-year college or technical school; or six months to one year of related experience, and/or training; or equivalent combination of education and experience.

COMMUNICATION SKILLS:

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers and employees.

MATHEMATICAL SKILLS:

Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

REASONING ABILITY:

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS:


Drivers License.

OTHER SKILLS and ABILITIES:

· Use CAD to produce neat and accurate technical drawings

· Use number skills to produce scale diagrams with precise, accurate measurements

· Understand diagrams, symbols and tables contained within technical reports

· Analyze the task to be undertaken and plan how best it can be completed

· Work well with other technicians, designers, clients, and engineers as part of a team

· Develop the design according to specific written or verbal instructions

· Use e-mail to communicate and the Internet for research purposes

· Maintain good public relations

· Maintain a positive attitude with team

· Problem solving skills

· Ability to use computer applications such as Word

· Take personal responsibility for own work

· Ability to do multi-task jobs

· Diagnose and address production problems

· Familiar with Map Merge

· Making sure that the right revision is in the right hands at the right time, to avoid delays and costly reworking

· Manage time efficiently in order to meet deadlines

· Neatness, speed and accuracy are critical

· Patience, attention to detail

· Knowledge in proper maintenance of drafting equipment (loading and setting of plotters)

· Set priorities and follow project through to completion

· Communicate effectively, both orally and in writing

· Ability to read maps, aerials and/or legal descriptions
· Ability to type

· NOTE:  The best skills and knowledge are gained by experience

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the CAD Technician frequently sits, stands, walks, uses hands to finger, handle or feel, reaches with hands and arms, stoops, kneels, and talks & hears; and occasionally tastes, and smells.

The CAD Technician rarely lifts up to 25 pounds.
Specific vision abilities required for this job include distance vision (clear vision at 20 feet or less); peripheral vision (ability to observe an area that can be seen up and down or to the left and right while eyes are fixed at a given point); depth perception (three-dimensional vision, ability to judge distances and spatial relationships); and, ability to adjust focus(ability to adjust the eye to bring an object into sharp focus).
WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The work environment frequently is in the outdoors; occasionally working near moving mechanical parts, and working in extreme heat and cold; never in wet conditions, high precarious places, around fumes or airborne particles, toxic or caustic waste, risks electrical shock/explosives/radiation or vibration.

ACKNOWLEDGMENT:

I have read and understand the Job Description for an Office Manager for [Your Company Name] I also understand that management retains the right to modify this job description at any time.

____________________________________  Dated:____________________

CAD Technician
____________________________________  Dated:____________________

President and General Manager
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