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Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.
DEFINITION

Assigns, plans, prioritizes, and participates in the work for the production and control of technical documents related to District rail system extensions and associated projects; ensures work quality and adherence to established policies and procedures; performs the more technical and complex tasks relative to assigned area of responsibility, and performs related duties as assigned.

CLASS CHARACTERISTICS

This position is responsible for the production, control and maintenance of technical documentation.  This class is responsible for the design and development of District technical documentation standards and policies for on-going and special engineering and construction projects such as rail system extensions.  Additionally, the incumbent provides supervision for drafting, graphics and reproduction/records work performed by the Drafting Section.  The incumbent is expected to exercise considerable latitude and independent judgment in the day-to-day conduct of work and the disposition of capital and District funds.  This class is distinguished from the Group Manager, Project Controls in that the latter has overall management responsibility for the division’s activities and projects.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:
1.
Plans, prioritizes, and participates in the work for the production and control of documents related to District rail system extensions and associated projects.

2.
Establishes schedules and methods for providing technical documentation services; identifies resource needs; reviews needs with appropriate management staff; allocates resources accordingly.

3.
Participates in the development of policies and procedures; monitors work activities to ensure compliance with established policies and procedures; makes recommendations for changes and improvements to existing standards and procedures.

4.
Recommends and assists in the implementation of goals and objectives; implements approved policies and procedures.

5.
Prepares and revises procedures and standards for technical documentation.

6.
Serves as document coordinator with consultants and contractors; reviews and evaluates technical documents submitted; ensures compliance with standards and guidelines.

7.
Performs the more technical and complex tasks of the work unit including the production of electronic presentations and computer-aided design drawings.

8.
Oversees the transfer of material to the technical library and master central files; ensures compliance with established technical documentation standards.

9.
Researches, reviews and compiles information on updating standard specifications and construction manuals for extensions operations.

10.
Coordinates and participates in the conversion of all computerized files to new computer applications.

11.
Researches, reviews and compiles information on updating project index files to incorporate system-wide files into existing master central files.

12.
Monitors contract deliveries from various contractors to extensions project personnel; ensures compliance with established contract guidelines.

13.
Schedules and coordinates division office changes including telephone and computer systems installation.

14.
Prepares analytical and statistical reports on operations and activities.

QUALIFICATIONS

Knowledge of:
Operations, services and activities of a technical documentation program.

Principles and procedures of record keeping.

Principles, systems and practices of technical documentation control.

Principles of lead supervision and training. 

Rules and regulations governing procurement and purchasing.

Materials, tools and equipment used in the reproduction, control and dissemination of

technical documents.

Principles and practices of computer aided drafting.

Operational characteristics of applicable computer software applications.

Current office procedures, methods and equipment including computers.

Related  Federal, State and local laws, codes and regulations.

Skill in:
Leading, organizing and reviewing the work of lower level staff.

Supervising the production and control of technical documents.

Maintaining complex files and records.

Overseeing the transfer of material to master central files.

Ensuring adherence to established technical documentation maintenance guidelines.

Preparing symbols and standards for technical documentation.

Researching, reviewing and compiling information for extension projects.

Coordinating the conversion of all computerized files to new computer applications.

Operating office equipment including computers and supporting word processing and

spreadsheet applications.

Interpreting and explaining District policies and procedures.

Preparing clear and concise reports.

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course of work. 

Other Requirements:

Must possess a valid California driver’s license and have a satisfactory driving record.

MINIMUM QUALIFICATIONS
Education:
Possession of a high school diploma, GED or recognized equivalent.

Experience:
Three (3) years of (full-time equivalent) verifiable experience in the maintenance and control of technical documents which must have included at least one (1) year of administrative responsibility.

WORKING CONDITIONS
Environmental Conditions:

Office environment; exposure to computer screens.

Physical Conditions:

Requires maintaining physical condition necessary for light lifting, walking, standing or sitting for prolonged periods of time. 

EEOC Code:
02
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