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Job Title:   GIS/CAD Technician 
FLSA Status:  Non-Exempt 
Approved Date:   May 23, 2019 
Bargaining Unit: General Unit- AWA Employee’s Assn 
 
Classification specifications (job description) are intended to present a descriptive summary of the range of duties and 
responsibilities performed by an incumbent in the classification.  Specifications are intended to outline the minimum 
qualification for entry into the classification and not intended to reflect all duties and responsibilities of an incumbent in the 
classification. 
  
SUMMARY  
Under direction the Engineering Manager, develops, implements, coordinates and maintains spatial 
data and an Agency-wide ESRA-based Geographic Information System (GIS). Directly uses GIS 
technology and supports its use by others. Manages GIS projects. Coordinates the procurement of 
parcel data from the County, aerial photography, and topographic information for use in the GIS by 
multiple Agency workgroups. Manages and maintains the mapping of the Agency’s system. Supports 
Engineering and other departments by performing queries, developing custom maps for special 
projects and developing mapping applications using GIS. 
 
CLASS CHARACTERISTICS 
This is a single level class where employees within this class preform the full range of duties as 
assigned including planning, developing, organizing and maintaining the Agency’s GIS systems.  
Employees at this level receive only occasional instruction or assistance as new or unusual 
situations arise, and are fully aware of the operating procedures and policies of the work unit. 
 
SUPERVISION RECEIVED AND EXERCISED 
Receives direction from an assigned manager or designee. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be 
assigned. 
 
EXAMPLES OF DUTIES (Illustrative only) 

• Develops and maintains a comprehensive enterprise-wide information system. Collects, 
reviews, prepares and enters spatial data into geodatabases for the ongoing development of 
the GIS and maintenance of accurate water and sewer mapsand asset information using 
ESRA software products. Continuously updates asset information in GIS received from AWA 
staff. Maintains the integrity of the geometric network. 

• Prepares and maintains Agency systems maps using GIS software; create and edit facility 
locations which may require the use of engineering plan sets, assessor parcel maps, 
Caltrans drawings, legal descriptions, easements, rights-of-way, aerial photos, GIS data, 
interpretation of rough sketches and data collected by field personnel and engineering staff, 
CAD drawings or GIS layers and databases in various formats. 

• Publishes grid maps in portable document formats. 
• Make field visits to verify existing conditions and collect data for map updating; use GPS 

equipment and software. 
• Operate plotting and copy equipment; maintain both the mapping hard copy flat files as well 



as digital map archives and indexes. 
• Develop and refine written procedures for all aspects of GIS data development and use of 

agency hardware related to mapping. 
• Assist in the interface of the Agency map systems with other Agency software and database 

systems (CMMS, financial/customer service software, etc.). 
• Maintain lines of communication and professional working relationships with other agencies, 

contractors and offices related to GIS to facilitate acquisition of new and updated data sets; 
• Establish and maintain effective professional working relationships with internal and external 

customers. 
• Monitors changes in GIS technology and applications, recommends improvements and 

upgrades and implements changes after approval; learns new systems and programs as 
dictated by future technological advancements of Agency’s needs. 

• Adheres to and enforces stated safety policies and procedures. 
• Develops or assists in the development of spreadsheets, graphs, maps, schedules, 

documents, drawings, presentations and other products. 
• Attends meetings, conferences, workshops and training sessions and reviews publications, to 

become and remain current on principles, practices and new developments pertinent to GIS 
and the Agency. 

• Serves as GIS liaison and represents the Agency in activities related to GIS. 
• Develop and maintain utilization of existing countywide GIS ssytems and incorporate Water 

Agency facilities for shared GIS formats. 
 
QUALIFICATIONS  To perform this job successfully, an individual must be able to perform each 
essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, 
and/or ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
KNOWLEDGE, SKILLS AND ABILITIES 

• Knowledge of the nomenclature, techniques and instruments use in GIS, engineering and 
mapping 

• Knowledge of the use of AutoCAD, SPS Pathfinder, SQL database, ArcGIS and Microsoft 
software suites as well as a basic level of knowledge in the technical concepts and issues 
related to computer networks 

• Knowledge in the use, operation and data collection processes of GPS equipment 
• Familiarity with plotters and printers 
• Knowledge of the fundamentals of database management 
• Ability to perform minimal geometric mathematical computations 
• Operate all equipment safely and follow all safety policies/procedures 
• Familiarity with engineering office and field practices 
• Use CAD drafting instruments and other drafting aids with skill and accuracy 
• Work with minimal supervision 
• Take initiative on projects 
• Communicate effectively and professionally through written, verbal and electronic means 

 
EDUCATION and/or EXPERIENCE  
A Bachelor’s Degree in Geography, GIS or Urban Planning or GIS Certification is desired; 1-3 years’ 
experience in GIS or CAD mapping or a reasonable combination, especially in utility based 
organizations. 
 



CERTIFICATES, LICENSES, REGISTRATIONS  
A valid California Driver's License with a continuing acceptable driving record.   
 
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 employee is regularly required to use hands to finger, 
handle, or feel objects, tools or controls; reach with hands and arms; and talk or hear. Climb ladders, 
descend into manholes/confined spaces; utilize trenching and shoring.  The employee frequently is 
required to reach with hands and arms.  The employee frequently is required to stand; walk; climb or 
balance; stoop, kneel, crouch, or crawl.  The employee must frequently lift and/or move up to 50 
pounds and occasionally lift and/or move up to 100 pounds.  Specific vision abilities required by this 
job include close vision, color vision, depth perception and ability to adjust 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. 
 
While performing the duties of this job, the employee is regularly exposed to risk of electrical shock. 
The employee frequently works near moving mechanical parts and in outside weather conditions and 
is occasionally exposed to toxic or caustic chemicals.  The noise level in the work environment may 
be loud. 
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