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FLSA:  Non -Exempt 
EMPLOYMENT OPPORTUNITY FOR INTERNAL USE 

 
VALENCIA WATER COMPANY 

 
GIS/CAD Technician 

 

Class specifications are only intended to present a descriptive summary of the range of duties and responsibilities associated 
with specified positions.  Therefore, specifications may not include all duties performed by individuals within a classification.  
In addition, specifications are intended to outline the minimum qualifications necessary for entry into the class and do not 
necessarily convey the qualifications of incumbents within the position. 

 
CLASS DEFINITION 
 
Under general supervision, this position prepares, maintains, and updates GIS and CAD data and drawings in support of the 
Valencia Water Company’s applications; performs field GPS data collection and other related duties as required. 
 

SUPERVISION RECEIVED/EXERCISED: 
 
Receives direction and supervision from supervisory or management staff.   
  
ESSENTIAL FUNCTIONS:   

 Working knowledge of AutoCAD and ArcGIS software 

 Working knowledge of GPS technology and the migration from GPS to GIS and CAD applications. 

 Perform geodatabase maintenance and updates. 

 Updates necessary layers, data sets, and database in the maintenance of GIS and CAD applications. 

 Data editing both in GIS and CAD environments. 

 Prepare detailed post-construction drawings. 

 Perform field GPS data collection for data capture and conversion. 

 Performs digitization of drawings and maps. 

 Participates in department meetings for the purpose of work review, project planning and project execution. 

 Receives and responds to requests for GIS map and CAD drawing productions. 

 Reviews tabular and spatial data for consistency, quality, and accuracy. 

 Scans, maintains, and prints engineering/as-built drawings. 
 

PHYSICAL, MENTAL AND ENVIRONMENTAL WORKING CONDITIONS: 
 
Position requires sitting, standing, walking on level, unlevel, elevated and slippery surfaces, reaching, twisting, turning, 
kneeling, bending, stooping, squatting, crouching, climbing, grasping, and making repetitive hand movements in the 
performance of daily duties.  Position requires a medical release for respirator use. The position also requires both near 
and far vision when inspecting work and operating assigned equipment and in reading written reports and work related 
documents.  The position also requires grasping, repetitive hand movements, and fine coordination in preparing reports 
using a computer keyboard and mouse.  Finger dexterity required to operate electronic field laboratory equipment, 
calculator and telephone equipment.  Acute hearing is required when providing phone and personal service.  Additionally, 
the need to lift, drag, and push, objects weighing up to 25 pounds is required.  The incumbent will be required to respond 
to after-hours emergency call-outs. The incumbent will be required to walk in the field to conduct data collection on uneven 
and rough surfaces. 
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Some of these requirements may be accommodated for otherwise qualified individuals requiring and requesting such 
accommodations. 
  
QUALIFICATIONS:   

Education and/or Experience: 
 
Any combination of education and experience that has provided the knowledge, skills and abilities necessary for a 
GIS/CAD Technician.  A typical way of obtaining the required qualifications is to possess the equivalent of a high 
school diploma and the equivalent of two years of professional GIS experience and one year of CAD experience.   
  
License/Certificate: 
 
Possession of, or ability to obtain, a valid Class C California driver’s license .  Associates Degree from an 

accredited college and a GIS Certificate from ESRI or an accredited college with a minimum of 2 years’ experience 

performing GIS projects and 1 year of experience in the use of CAD or a four year degree in Geography, 

Engineering, Environmental Science or related field with an emphasis in GIS is desirable but not required. 

 
KNOWLEDGE/ABILITIES/SKILLS:   
 Knowledge of: 
 

Computer aided drafting and design methods and media used to prepare drawings.  GIS systems and software.  
Cartography, map projection and coordinate systems; ability to prepare graphs, charts and related materials 
through use of GIS and/or CAD software.  Basic mathematical principles; principles and practices of customer 
service; methods and techniques of scheduling work assignments; modern office procedures and practices, 
methods and equipment, including the use of a computer and applicable software; methods and techniques for 
record keeping and report preparation; proper English, spelling, and grammar; familiarity with scanning and 
plotting equipment; and occupational hazards and standard safety practices. 
 
Ability to: 

 
Communicate and interact well with co-workers and customers.  Work effectively in the absence of supervision; 
read, interpret, and record data accurately; read and interpret as-built drawings; organize, prioritize, and follow-
up on work assignments; work independently and as part of a team; make sound decisions within established 
guidelines; follow written and verbal directions; observe safety principles and work in a safe manner; arrive to 
work on time; accept constructive criticism; communicate clearly and concisely, both verbally and in writing; ability 
to perform best safety driving and navigating practices to different destinations; and establish and maintain 
effective working relationships. 
 
Skill to: 
 
Safely and effectively operate a variety of tools and maintenance equipment; operate a computer and proficiently 
use a variety of database, spreadsheet and word processing software applications. 
 


