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POSITION DETAILS

The Water Transport Records Unit, within Projects Control, is responsible for updating
existing public water and sewer as-built records. These records are provided to the public in
a variety of ways, and our group is very accessible to the public. The team makes changes to
the existing records using AutoCAD drafting software.

UNIT OVERVIEW

The Water Transport Records Unit has a vacancy for two full time draftsman. An employee is
expected to read and edit plans, using AutoCAD software and Raster Design, software can

LUlelN be taught in the office. This employee would also transmit records securely through e-mail
Ml and assist plumbers and contractors over a physical counter and over the phone. This is a
full time office job with an individual cubicle and computer and working with a small team of
Water Records employees.

Traces, letters, sketches or drafts plates, maps, plans, architectural or engineering drawings of limited complexity,
using standard drafting tools and equipment related to the nature of the assignment; maintains files and records
of office and field notes; sketches related materials.

Performs minor calculations related to the work assignment or to verify field notations and update records.

Utilizes computer terminals for data entry and retrieval; uses computer aided drafting and design (CADD)

equipment, when applicable, as a learning tool.

Researches records to determine locations, measurements, dimensions or structural composition of water mains,

sewers, bridges, highways, processing and traffic signal equipment; assists architects, engineers and higher level
D20 engineering aides in the completion of projects and assignments; monitors plant machinery such as valves and

eI H:Mi[# electrically-powered screening mechanisms to observe waste water inflows, air drafts and settling tanks.

Issues water and sewer permits and provides "One Call" utility notification service when applicable.

-Employee must be able to think critically and be detail oriented

-Employee will be asked to multitask and work on a number of different projects at one given time

-Employee will have to show good communication skills internally with staff and to the public, verbally and written
-Employee must show a willingness to learn new things and challenge himself/herself, projects vary in complexity
-Employee will have opportunities to work with a small team and independently on projects

DIRECT REPORTS No
Y/N

PWD employees interested in internal transfer opportunities must have permanent status in the title advertised above. If you are interested
in being considered for this internal transfer opportunity please email your resume to 'Erik.Smith@phiIa.gov
and Oneather Kent-Fulton, HR Manager



	JOB TITLE: Engineering Aide 1, Engineering Aide 2 (Architectural and Drafting)
	CLASS CODE: 3A01, 3A02
	DATE LISTED: 05/13/2021
	JOB LOCATION: 1101 Market Street 2nd Floor
	DIVISION UNIT: Projects Control, Water Records
	UNIT OVERVIEW: The Water Transport Records Unit, within Projects Control, is responsible for updating existing public water and sewer as-built records. These records are provided to the public in a variety of ways, and our group is very accessible to the public. The team makes changes to the existing records using AutoCAD drafting software.
	POSITION OVERVIEW: The Water Transport Records Unit has a vacancy for two full time draftsman. An employee is expected to read and edit plans, using AutoCAD software and Raster Design, software can be taught in the office. This employee would also transmit records securely through e-mail and assist plumbers and contractors over a physical counter and over the phone. This is a full time office job with an individual cubicle and computer and working with a small team of Water Records employees.
	DUTIES AND RESPONSIBLITIES: Traces, letters, sketches or drafts plates, maps, plans, architectural or engineering drawings of limited complexity, using standard drafting tools and equipment related to the nature of the assignment; maintains files and records of office and field notes; sketches related materials.      

Performs minor calculations related to the work assignment or to verify field notations and update records.
Utilizes computer terminals for data entry and retrieval; uses computer aided drafting and design (CADD) equipment, when applicable, as a learning tool.
Researches records to determine locations, measurements, dimensions or structural composition of water mains, sewers, bridges, highways, processing and traffic signal equipment; assists architects, engineers and higher level engineering aides in the completion of projects and assignments; monitors plant machinery such as valves and electrically-powered screening mechanisms to observe waste water inflows, air drafts and settling tanks.

 Issues water and sewer permits and provides "One Call" utility notification service when applicable.


-Employee must be able to think critically and be detail oriented
-Employee will be asked to multitask and work on a number of different projects at one given time 
-Employee will have to show good communication skills internally with staff and to the public, verbally and written
-Employee must show a willingness to learn new things and challenge himself/herself, projects vary in complexity
-Employee will have opportunities to work with a small team and independently on projects
	DIRECT REPORTS YN: No
	Number of Positions: 2
	Reports to: Erik Smith
	Manager Name and Email: Erik.Smith@phila.gov


