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FINAL TASK LISTING

CLASS:  ELECTRICAL ENGINEERING TECHNICIAN II
NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Prepares complete design and contract drawings for electrical and electronic work in order to generate engineering documents utilizing Computer Aided Drafting/Design (CADD) and imaging software as well as manual drafting techniques under the direction of the Supervising Drafter or Engineer.

	2. 
	Checks shop drawings and construction submittals for electrical and electronic work in order to generate engineering documents utilizing Computer Aided Drafting/Design (CADD) and imaging software as well as manual drafting techniques under the direction of the Supervising Drafter or Engineer

	3. 
	Prepares construction submittals for electrical and electronic work in order to generate engineering documents utilizing Computer Aided Drafting/Design (CADD) and imaging software as well as manual drafting techniques under the direction of the Supervising Drafter or Engineer.

	4. 
	Designs electrical and electronic systems of average difficulty in order to establish standards utilizing Online Telecommunications Division Manual (TDM) according to Telecommunication Standards under the direction of the Supervising Drafter or Engineer.

	5. 
	Prepares basic plans on a wide variety of electrical and electronic work such as power and light distribution systems, building, transit stations, bridge and tunnel electrical systems, highway lighting and traffic signal systems, electrical systems for motors, fans, pumps and turbines and communication, audio-visual and instrumentation systems in order to integrate and locate other agencies equipment utilizing Microsoft Word, Excel, CADD software under the direction of the Supervising Drafter or Engineer.

	6. 
	Prepares specifications on a wide variety of electrical and electronic work such as power and light distribution systems, building, transit stations, bridge and tunnel electrical systems, highway lighting and traffic signal systems, electrical systems for motors, fans, pumps and turbines and communication, audio-visual and instrumentation systems in order to integrate and locate other agencies equipment utilizing Microsoft Word, Excel, CADD software under the direction of the Supervising Drafter or Engineer

	7. 
	Prepares Bill of Materials on a wide variety of electrical and electronic work such as power and light distribution systems, building, transit stations, bridge and tunnel electrical systems, highway lighting and traffic signal systems, electrical systems for motors, fans, pumps and turbines and communication, audio-visual and instrumentation systems in order to integrate and locate other agencies equipment utilizing Microsoft Word, Excel, CADD software under the direction of the Supervising Drafter or Engineer

	8. 
	Uses state-of-the-art technology in order to create personal name plates, facility signs, lobby boards utilizing Computer Aided Drafting/Design (CADD), personal computers, stand-alone interactive systems and automatic lettering devices under the direction of the Supervising Drafter or Engineer.

	9. 
	Incorporates electrical and electronic details into general plans other than electrical and electronic diagrams  such as vicinity maps, architectural floor plans, elevation and site plan drawings in order to generate engineering documentation of specific public safety radio sites utilizing sketches and specifications from Telecommunication Project Engineers under the direction of the Supervising Drafter or Engineer.

	10. 
	Works occasionally on drawings and designs other than electrical and electronic diagrams such as vicinity maps, architectural floor plans, elevation and site plan drawings in order to generate engineering documentation of specific public safety radio sites utilizing sketches and specifications from Telecommunication Project Engineers under the direction of the Supervising Drafter or Engineer.

	11. 
	Reviews manufacturing and installation specifications of engineering design in order to determine appropriate layouts utilizing prototype templates and drafting standards under the direction of the Supervising Drafter or Engineer.

	12. 
	Reviews engineering calculations such as square footage of floor space, drawing scales and conversions in order to verify accuracy utilizing calculators, geometric formulas and simple algebra under the direction of the Supervising Drafter or Engineer.

	13. 
	Reports the status of basic electrical and electronic engineering work in order to track the timeliness of drafting work requests utilizing drafting systems database under the direction of the Supervising Drafter or Engineer.

	14. 
	Uses previously established standards in order to design electrical and electronic systems such as microwave systems, VHF/UHF systems, control systems, communications audio visual, and instrumentation systems, telephone and paging systems, antenna plans, and mobile communications systems utilizing notes, engineering sketches and customer specifications under the direction of the Supervising Drafter or Engineer.       

	15. 
	Uses previously established standards in order to prepare electrical and electronic systems such as microwave systems, VHF/UHF systems, control systems, communications audio visual, and instrumentation systems, telephone and paging systems, antenna plans, and mobile communications systems utilizing notes, engineering sketches and customer specifications under the direction of the Supervising Drafter or Engineer.

	16. 
	May occasionally make on-site inspections in order to gather data of installations, electrical and electronic materials and equipment utilizing measuring tools, graph paper, digital cameras and video cameras under the direction of the Supervising Drafter or Engineer.

	17. 
	Does neat and accurate drafting and freehand machine lettering in order to produce manual drafting documentation utilizing paper, pencils, pens etc under the direction of the Supervising Drafter or Engineer.

	18. 
	Proficient in using computer aided drafting (CADD) software, and IBM PC hardware, Microsoft Office Suite in order to create engineering documents and drawings under the direction of the Supervising Drafter or Engineer.

	19. 
	Operates large and small document scanners, plotters, laser printers and photocopy equipment in order to create output files or documents per specifications of the drafting work request and maintain drawing libraries utilizing tool kit, computer aided drafting (CADD), Excel, Word and Electronic Archive under the direction of the Supervising Drafter or Engineer.

	20. 
	Maintains large and small document scanners, plotters, laser printers and photocopy equipment in order to create output files or documents per specifications of the drafting work request and maintain drawing libraries utilizing tool kit, computer aided drafting (CADD), Excel, Word and Electronic Archive under the direction of the Supervising Drafter or Engineer

	21. 
	Communicates with other Electrical Drafting Techs and Supervisors in order to solve complications or software/hardware issues. Utilizing telephone, email, fax etc. under the direction of the Supervising Drafter or Engineer.  

	22. 
	Attends training in order to stay current with new operating software requirements utilizing online classes, computer shows, Auto Cad seminars and college courses under the direction of the Supervising Drafter or Engineer.

	23. 
	Maintains office workspace and equipment in order to keep cubicle space organized and keep a safe and efficient environment utilizing file cabinets and shelves under the direction of the Supervising Drafter or Engineer.

	24. 
	Attends all mandated training such as crossroads training, drivers training and new employee orientation in order to keep employees current with required safety and operational requirements under the direction of the Supervising Drafter or Engineer.

	25. 
	Maintains paper files, flat files and binder files in order to keep documents organized and easy to access for reproduction efficiency utilizing existing library methodology under the direction of the Supervising Drafter or Engineer.
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