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Draftsman Series

I.  DRAFTSMAN SERIES:

Draftsman

II.   SUMMARY OF SERIES:

Incumbents of positions in this series prepare and revise graphics; determine best method to use in graphic production or reproduction; transfer statistical data to maps; update various files and records; and perform related work as required.

The basic purpose of this work is to prepare graphic material by means of standard graphic techniques.

III.  ORGANIZATIONAL LEVELS:

Draftsman is a technical job.

IV.   EXAMPLES OF DUTIES COMMON TO ALL LEVELS IN SERIES:

1.    Prepares or revises design drawings, artwork, maps, architectural renderings, proposed construction plans and sketches, booklets and charts by means of standard drafting techniques and tools.

2.    Determines best method of graphically producing or reproducing assignments based on knowledge of available resources and techniques to best meet agency needs.

3.    Transfers statistical data and other information from various sources to maps for clear presentation by means of accepted graphic techniques.

4.    Updates and files records, ledgers, plans, drawings, specifications, maps and correspondence for documentation purposes.

V.    DIFFERENCES BETWEEN LEVELS IN SERIES:

None.

VI.   RELATIONSHIPS WITH OTHERS:

Major work contacts are with own agency personnel.

VII.  SUPERVISION RECEIVED:

Incumbents of positions at this level receive direct supervision from employees of higher grade who provide instruction, assign work and review performance through observation for accuracy and conformance to specifications of assignment.

VIII. SUPERVISION EXERCISED:

None.

IX.   WORKING CONDITIONS:
Draftsmen work in a typical office environment with no unusual working conditions.

X.  QUALIFICATIONS REQUIRED AT HIRE FOR ALL LEVELS IN SERIES:

1.    Knowledge of the principles and techniques of drafting including tolerancing, dimensioning and orthographic and isometric projections.

2.    Knowledge of the types and uses of drafting instruments and equipment.

3.    Knowledge of terminology, symbols, codes and standard abbreviations used on maps.

4.    Skill in the use of drafting instruments and equipment.

5.    Skill in freehand drawing.

6.    Ability to understand and apply the laws, rules, regulations, procedures, guidelines and policies governing assigned unit activities.

7.    Ability to prepare and use charts, graphs and tables.

8.    Ability to read and interpret documents such as plans, specifications, blueprints and drawings.

9.    Ability to assemble items of information according to established procedures.

10.    Ability to exercise sound judgment.

11.    Ability to gather information by examining records and documents.

12.    Ability to work accurately with names, numbers, codes and/or symbols.

13.    Ability to read, write and comprehend the English language.

14.    Ability to use proper grammar, punctuation and spelling.

15.    Ability to work independently.

16.    Ability to follow written and oral instructions.

17.    Ability to deal tactfully with others.

18.    Ability to establish rapport and maintain harmonious working relationships with others.

19.    Ability to adapt to varying work situations.

20.    Ability to perform arithmetical computations with speed and accuracy (addition, subtraction, multiplication and division) and to use formulae to solve problems.

XI.   QUALIFICATIONS ACQUIRED ON JOB AT ALL LEVELS IN SERIES:

1.    Knowledge of the laws rules, regulations, policies, procedures and guidelines governing assigned unit activities.
2.    Knowledge of the types and uses of agency forms.

3.    Ability to explain the provisions of the laws, rules, regulations, policies, procedures and guidelines governing assigned unit activities.

XII.  MINIMUM ENTRANCE REQUIREMENTS:

Applicants must have at least (A) one year of full-time, or equivalent part-time, experience in engineering, architecture, landscaping or surveying work as a draftsman, or (B) any equivalent combination of the required experience and the substitutions below.

Substitutions:

I.    Possession of a valid certificate issued by a recognized technical or vocational high school, or by a recognized technical institute above the high school level indicating proficiency in drafting or mechanical drawing, may be substituted for the required experience.

XIII. SPECIAL REQUIREMENTS:

None.
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