ENGINEERING ASSISTANT SENIOR
772

DEPARTMENT: Development Management/Engineering and Resource Protection Division
NATURE OF WORK:

Serves as lead worker in the performance of a variety of advanced administrative and technical duties in
support of the Engineering and Resource Protection Division. Develops, manages and oversees al aspects
of the Division’s databases. Conducts analysis necessary to secure facts relating to budget preparation,
material/supply usage, information gathering and report preparation. Assists in the development of
programs, and manages and monitors these programs that are critical for the daily operation of the
Division. Work is performed under the general direction of the Director of Engineering and Resource
Protection Division.

ESSENTIAL FUNCTIONS OF THE JOB:

Performs mapping on the County’s GIS system to update the Resource Protection Area and Conservation
Easement layers.

Reviews all submitted agreements, permits, and sureties prior to forwarding to the County Attorney’s office
for final legal review and approval.

Performs complex mathematical calculations to determine proper amounts to be collected for various fees,
and collects and forwards to the Treasurer’ s Office.

Processes all land disturbing permits, agreements, and sureties by assigning and entering information into a
data base.

Develops and maintains procedural guidelines for collection of fees and permit application submittals.

Manages, collects, and tracks sureties for all land disturbing permits, subdivision improvements, and
sureties for all divisions under Development Management.

Designs and monitors Engineering and Resource Protection’s Web Pages.

Manages and oversees the Records Retention Program for the Division and approves records to be
forwarded to the Records Management Office.

Designs, accesses, and maintains complex databases for multiple office projects requiring tracking and
analyzing of data such as Chesapeake Bay Act (CBA) Violations, Exceptions, Septic Tank Pumpouts,
Drainage Improvement Program, Land Disturbing Permits, Erosion and Sediment Control Violations, and
Single Family Inspections.

Manages the Septic Pump-out Program and acts as liaison with the Health Department.
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Monitors and processes wetland permit applications; composes newspaper notices of both Wetlands and
Chesapeake Bay Board meetings, composes adjacent property owner letters; takes and transcribes minutes
and prepares agendas.

Coordinates with other County divisions to determine issues have been addressed prior to release of land
disturbing permits.

Coordinates with Planning Division to verify that al fees are collected and legal review completed prior to
authorizing new subdivisions going to record at the Clerk of Courts Office.

Composes, signs and approves correspondence for Land Disturbing Permits and Certificates to Construct
Permit renewals.

Prepares correspondence to notify applicants, banks and bonding agencies of surety expirations, reductions
and releases.

Investigates, develops and implements procedures to assist in the timely collection of sureties, since surety
instrument is a potential liability to the County of several millions of dollars.

Coordinates with Virginia Power on new streetlight plans to ensure proper placement of lights prior to
sending to Director.

Develops and maintains a positive relationship with executives in professional agencies to include bank
officials, attorneys, developers, and bonding agencies relating to the collection of sureties, as well as with
professional agencies to include developers, engineering firms and contractors relating to land disturbing
permits.

Develops and coordinates with Information Technology on database operations which will enhance the
function of the Division.

Uses personal computer in daily operations, uses spreadsheet, word processing, data base, and other
software applications.

Reconciles monthly expenditures for Division programs (i.e., DIP Program, Escrow Account, Outside Plan
Review, and office budget).

Oversees budget expenditures and signs approvals for purchasing new supplies.

Prepares, calculates, and is responsible for proper account codes on all purchase requisitions, travel
requests, and requests for payments, as well as ensure funding available in appropriate account codes.
Performs research of records to answer complex inquiries and to resolve customer problems and
complaints; personally handles difficult customers, complaints and situations.

Performs research of records to answer complex inquiries and to resolve customer problems and
complaints; personally handles difficult customers, complaints and situations related to job duties.

Prepares weekly, monthly and annual reports; performs analysis of data and coordinates with appropriate
County staff as appropriate.
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Acts as liaison with the County Attorney, Treasurer, Assistant Treasurer, and Accounting Office in all
matters concerning cash surety (escrow account).

Analyzes existing procedures and initiates new ideas and methods of compl eting tasks.

Prioritizes and establishes own daily work schedul e, with awareness on multiple deadlines.

Provides backup assistance to Code Compliance as required.

Practices continuous learning through individual study, classroom training, seminars, and conferences.

Performs work safely in accordance with department safety procedures and the County Safety Program.
Operates equipment safely and reports any unsafe work condition or practice to Supervisor.

May be required to report to work to serve customers during emergency conditions. May be assigned to
report at a different time and location and to perform different duties as necessary.

Performs related work as required.
JOB LOCATION AND EQUIPMENT OPERATED:

Duties are performed primarily in an office setting. Operates office equipment to include telephone, fax
machine, computer keyboard, calculator, copy machine, and two-way radio.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:

Thorough knowledge of standard office practices and procedures, equipment, and its application to the area
of assignment.

Thorough knowledge of telephone and customer service etiquette.

Thorough knowledge of County and department policies, procedures, rules and regulations.
Thorough knowledge of department operations and organization.

Considerable knowledge of data processing applications; strong personal computer skills.

Considerable knowledge of management, financial management, and information system principles and
practices.

Considerable knowledge of organizational research, analysis, and design; cost/benefit analysis, local
government management systems, policies, and practices.

Ability to read, comprehend, and interpret maps, site plans, and blueprints.
Ability to manage several projects simultaneoudly.
Ability to work effectively under pressure and maintain schedules and meet deadlines.

Ability to work independently and make independent decisions in accordance with established procedures
and policies.
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Ability to attend to detail, and establish and maintain complex manual and automated records.
Ability to operate office equipment and microcomputers as required to accomplish project.

Ability to identify problems and issues and to respond accordingly within defined areas of responsibility
and authority.

Ability to establish and maintain effective working relationships with outside executives in professional
agencies, County personnel, and the genera public.

Ability to conduct research projects, analyze information, make recommendations, prepare written reports,
and present results of research in clear, concise manner.

Ability to prioritize, organize, and perform work independently.

Ability to compose and prepare correspondence.

Ability to deal with the public in a courteous and effective manner.

Ability to make accurate mathematical computations.

Ability to understand and carry out complex oral and written instructions.

MINIMUM QUALIFICATIONS:

Associate’s Degree in business or public administration, management information systems, or a related
field; two years of experience performing analytical or research work, preferably in the public sector; or

any equivalent combination of acceptable education and experience providing the knowledge, abilities, and
skills cited above.
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| DENTIFICATION OF GENERAL APTITUDESAND
PHYSICAL REQUIREMENTS

Position Title Engineering Assistant Senior Classification 772
Department Devel opment M anagement Division Engineering and Resource Protection

The Americans with Disabilities Act requires that we identify the general aptitudes and physical
requirements needed to perform the job listed above. Individuals who have the position must be able to
perform all essential job functions unaided or with reasonabl e accommodation.

. Mental Abilities. Generd learning ability. The ability to “catch on” or understand instructions
and underlying principles.

Ability to reason and make judgments.

Ability to understand and follow oral instruction

Ability to understand and follow written instruction

Ability to guide and/or give instructions

Ability to make decisions in accordance with established procedures and policies
Not essentia to job function

OX XX XK

I1. Verbal Abilities. Ability to understand meanings of words and ideas associated with them and to
use them effectively. To comprehend language, to understand relationships
between words, and to understand meanings of whole sentences and paragraphs.
To present information or ideas clearly.

1. Speaking/Talking: 2. Hearing/Listening:

<] Answer telephone, radio or switchboard [] Ability to distinguish between different

X Communicating with County officials tones

= Commun?cat@ ng W?th general public DX For communication with County officials,

XI Communicati ng with vendors public, vendors, supervisors and/or other

DX Communicating with supervisors and/or employees

with other employees [] Not essentia to job function.

[] Communicating with other

[] Not essentid to job functions 3. Reading: (ability to read and understand text)
[XI Essentia tojob function
[] Not essential tojob function
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1. Numerical: Ability to perform arithmetic operations quickly and accurately.

XAbility to mentally perform accurate two digit cal culations
X Ability to perform accurate cal cul ations aided

by a calculator, adding machine or measurement device
O Not essentiad to job function

V. Special Abilities: Ability to comprehend forms in space and understand relationships of plane and
solid objects. May be used in such tasks as blue print reading and in solving
geometry problems. Frequently described as the ability to “visualize” objects of
two or three dimensions, or to think visually of geometric forms.

X Essentia function
O Not essential function

V. Motor Coordination: Ability to coordinate eyes and hands or fingers rapidly and accurately in
making precise movements with speed. Ability to make a movement
response accurately and quickly.

1.Manual Dexterity: Ability to move the hands easily and skillfully. To work with the hands in placing
and turning motions.

Use telephone

Use switchboard
Use radio/console
Use a calculator
Use acopy machine
Use afax machine

Manipul ate computer keyboard and mouse
Use postage machine

Use hand tools

Use power tools

Other:

Not essentia to job function

KRR OOR
(I Iy Iy

2.Finger Dexterity: Ability to move the fingers and manipulate small objects with the fingers rapidly or
accurately. For example: electrical wiring.

Q Essentia to job function
X Not essential to job function

Explain:
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VI. Physical Demands:

1.Strength:  The quality, state or property of being strong. The power to withstand strain, force or

stress.
Please check (/) in appropriate boxes below.
Ability to manipulate materials and/or equipment (Ibs) Frequency of Manipulation
5- 510 | 10-15 | 15-25 | 2550 | 50+ | Occasionaly | Frequently | Continuously
Lift v v
Push/Pull v v
Hold/Carry v v

Manipulation done from: ®ground to waist Rwaist level Rwaist to shoulder QO above shoulder
(Check all that apply)

Not essential to job function: QO Lift Q Push/Pull Q Hold/Carry (Check all that apply)

2.Climbing: To move up or mount by using the hands or feet.

Ladders Stairways Steps
Q Step stool a 1flight a 12
Q 8 to 10 step ladder Qa 2flights a 23
Q Extension ladder Q 3or moreflights a 34
Q Other Q Other Q Other
X Not essential to job function X Not essential tojob function X Not essential to job function

3.Ability to Stand, Sit, Walk, and Run:

Please check (/) in appropriate boxes below.

Duration (hour gday) Occasionally | Frequently | Continuously
0-1 1-3 35 | 57 | 79 9+
Stand v v
Sit v v
Walk 4 v
Run v v
If walking or running, over what type of terrain? X flat Q rough Q both

Not essential tojob function: 0 Stand Q Sit O Wak X Run (Check al that apply)
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4.Stooping, K negling, Crouching, and /or Crawling:

To bend forward or down from the middle of the waist or the middle of the back, to bend
downwards, to lower oneself and/or to move freely on hands and knees.

Daily Amounts

Q 0-5x X 5-20x Q 20-50x Q 50+x
Q Other O Not essential to job function

5. Reaching, Handling, Fingering, and/or Fedling:

To stretch out, extend, or put forth a bodily part. To touch or grasp something, by extending or
stretching. To touch, lift, hold or operate with the hands.

Daily Amounts

Q 0-5x Q 5-20x X 20-50x Q 50+x
Q Other O Not essential to job function

6. Seeing: To perceive or comprehend by the sense of sight.

Essential to job function: These characteristics are necessary (Check all that apply)
Peripheral vision

Night vision

Focus (distinctness or clarity)

Color perception (discriminate between colors)

Depth perception (determine distance relationship between objects)

Not essentia to job function

UU0ORUR

VII. Driving: The ability to transfer or convey in avehicle.

Transmission Standard Automatic Multi-Gears
Car d X a
Van Q Q Q
Small Truck a = Q
Medium Truck a a Q
Large Truck Q Qa Qa
Truck w/Equipment Q a a
Heavy Bus Equipment Q Qa Qa
Not essential tojob function Q a Q

Other (list)
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