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Summary Information: 
  
Classification Title: Drafting Mapping Technician Date Prepared: 04/2003 
  
FLSA Status: Non-Exempt 
 
Typical Decisions and Recommendations Provided to Others: 
 
This position requires the regular exercise of independent discretion and judgment within defined policy 
parameters in area of specialty.  Work follows specific procedures, however the incumbent may determine 
priorities, organize own work and occasionally make exceptions to procedures. 
 
Activity Identification  
 

 
Activity Name 
 
381 Facilities Design Design new facilities and renovations.  Work with architects and users on 

design issues. 
   
075 Policy Manual Development 

and Maintenance 
Develop and  maintain manuals regarding policies, procedures, rules, bylaws, 
and standards for the district (e.g., personnel, accounting, payroll, purchasing, 
etc.). 

   
046 Document Review Review and/or revise reports and documents for accuracy and completeness.  

This does not include the review of reports and documents covered under 
subsequent activities. 

   
045 Report Preparation (Non-

Board) 
Prepare required reports.  This does not include analysis and reports covered 
under subsequent activities, and does not include reports for the Board  

   
999 Assigned Duties  Perform other duties as assigned. 
 
General Classification Specification Factors:  
 
Education/Experience: A.A. Degree with no related experience required; or  

Vocational training (720 hours) with one year related experience; or  
High School diploma or equivalent with two years related experience 

  
Supervisory Responsibility: None 
  
Type of Supervision: N/A 

 
 
 
 
 
 

Effective Date:                 07/01/2003
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Skill Identification  

 
 

Managerial/Supervisory Skills 
 

Important 
Not 

Important 
 
• Developing Multi-year Strategic and/or Operational Plans 

  

• Developing Annual Budgets   
• Policy Development   
• Controlling Expenses   
• Coordinating Resources   
• Decision making   
• Delegation   
• Individual/group leadership   
• Interpersonal (working with groups)   
• Knowledge of Business/organizational systems    
• Negotiating and/or persuading others to take action   
• Promoting safety   
• Supervising, coaching and developing employees   

 
 

Office Skills  
 

Important 
Not 

Important 
 
• Checking grammar/punctuation 

  

• Filing   
• Perceiving detail in checking information/forms    
• Reading comprehension  (high school level)   
• Operating word processing software   
• Operating a computer terminal for data entry   
• Operating automated spreadsheet software   
• Scheduling appointments and/or travel   
• Taking and distributing messages   
• Taking dictation and meeting minutes   
• General mathematical - adding, subtracting, multiplying, etc.   

 
 

Professional and Technical Skills 
 

Important 
Not 

Important 
• Accounting/finance    
• Advanced math -  algebra, statistics, geometry   
• Architecture   
• Bookkeeping   
• Computer operations   
• Computer programming   
• Contract interpretation   
• Craft skills (electrical, etc.)   
• Drawing-figures/drafting   
• Engineering   
• Graphic arts   
• Landscaping   
• Good Judgment   
• Work standards   
• Integrity   


