Technical Administrator

Page 3

[image: image1.wmf]

TECHNICAL ADMINISTRATOR
FC: TA302                                                                                                   PC: 714

PG: SEIU-11                                                                                                 BU:   04


                 September 2000

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

Under general direction, provides support and technical assistance to the Drafting and Configuration Control Division as well as District computer users that require administrative and business services, particularly in the area of Electronic Document Management Systems (EDMS) such as CIMAGE; may direct the work of other office and technical staff in the absence of management and supervision; performs related work as assigned.

CLASS CHARACTERISTICS

This single class position is responsible for preparing, monitoring, and scheduling engineering drafting projects and budgets as well as assisting in the coordination of scanning and digitizing efforts required to complete projects.  CIMAGE is the current Electronic Document Management System (EDMS) which the incumbent will use to record, track, and maintain BART Engineering Change Orders (BECO) to ensure projects are completed according to schedules.  

EXAMPLES OF DUTIES – Duties may include, but are not limited to, the following:
1. Install, configure and maintain CIMAGE  application software and upgrade releases.
 


2. Develop and implement specialized  training  classes  in  the use of CIMAGE application(s) specific to departmental requirements and projects.   

3. Work with outside vendors to troubleshoot,  analyze, and correct CIMAGE related issues as required.  

4. Assist Computer  Support  Coordinators  with CIMAGE related problems, projects and installations.  

5. Maintains and updates record files in the District’s E.D.M.S. system and prepares written reports and recommendations to management.  

6. Provides telephone support to District personal computer users and assists in resolving CIMAGE related problems.    

QUALIFICATIONS

Knowledge of:

Principles and practices of engineering terminology as it applies to engineering documents.

Principles and practices of engineering drafting, hardware, and software used in Computer-Aided Drafting (AutoCAD specific) along with Electronic Document Management Systems and control. 

Media and materials used in the preparation of technical documents. 

Document control, retrieval and filing systems.

Skill in:

Reading, interpreting and evaluating technical and engineering drawings, plans, specifications, and other related documents. 

Establishing and maintaining Engineering Change Orders (ECO) for scheduling control and maintenance.  

Preparing reports and records.  

Evaluating drafting and AutoCAD standards for industry compliance. 

Maintaining neat and accurate records.  

Maintaining budgetary support for projects in an engineering setting.  

Using specialized computer applications to track and monitor engineering projects to ensure they are completed according to schedules.

MINIMUM QUALIFICATIONS:

Education:  
Bachelor’s degree in Business  Administration, Computer Science, Engineering, or closely related field from an accredited college or university.

Experience:  

Three (3) years of (full-time equivalent) verifiable experience in administrative or scheduling control in an engineering setting and three (3) years of CAD experience. The administrative or scheduling experience and the CAD experience may be acquired concurrently.

Other Requirements:

Must understand how the use of Industry Standards such as the American National Standards Institute (ANSI) applies to drafting methods and practices. 

Must be  able to read and distinguish detailed drawing and engineering features.  

Must be capable of operating various computer applications to perform the full scope of the work listed above.  

Must have a working knowledge of associated hardware and software peripherals such as printers, plotters, scanners, and Electronic Document Management Systems (EDMS) such as CIMAGE.

Substitution:  

Additional experience in administrative or scheduling control and CAD may be substituted for the above education on a year-for-year basis.  A college degree is preferred.

WORKING CONDITIONS

Environmental Conditions:

Office environment; exposure to computer screens.

Physical Conditions:
Walking, standing, or sitting for prolonged periods of time.
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