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Classification Specification
	

	
	7114100

	
	CAPITAL PROJECT MANAGEMENT TECHNICIAN I



Class Summary

The responsibilities of this classification include performing a broad scope of entry-level architectural or project management support services. These services include providing technical support for specific architectural or engineering tasks such as, but not limited to, taking field measurements, staking and drafting drawings from notes and sketches.

Distinguishing Characteristics

This classification is the entry-level technical classification within the Capital Project Manager series. This classification is distinguished from the Capital Project Management Technician II in that incumbents perform work under the direct guidance of a supervisor or assigned staff and receive detailed instruction on work assignments. The technical support duties are similar and routine in nature and require following established rules and work procedures. Planning involves carrying out prescribed work methods, including daily planning for individual’s own work. This classification is distinguished from the Administrative Specialist classification series in that incumbents are primarily responsible for performing specific project management support, while Administrative Specialists primarily perform clerical and administrative duties.

Examples of Duties (May vary by position)

1. Provide basic graphic, drafting and mapping support including field measurements and sketching.

2. Draft engineering drawings from notes and sketches using manual or Computer Aided Design (CAD) systems. Update and revise existing drawings.

3. Incorporate markups into drawings under the direction of lead or supervisor.

4. Perform basic research of hardware and equipment and basic mathematical calculations.

5. Maintain drawing filing supplies and records. Prepare drawing sets for internal and external distribution.

6. Assist survey crews by performing routine duties to support survey work assignment.

7. Assist in processing and verifying consultant/contractors invoices with contract terms and agreements.

8. Identify project limits and parcels and prepare rights of entry requests.

9. Verify and compile the necessary documentation for construction contracts including verifying bid proposals for compliance with Washington State and federal requirements.

10. Perform data entry and retrieval tasks and gather and collect data for engineering and related projects, analyze data and prepare reports as assigned.

11. Research King County records and Geographical Information Systems (GIS) to assemble and organize project specific information required for processing permit applications.

12. Perform routine maintenance of office and survey equipment.

13. Perform routine duties for construction and/or maintenance inspections such as staking and construction plans.

14. Perform limited or basic engineering calculations.

15. Collect samples and follow established procedures in data collection and analysis.

16. Respond to general inquiries from consultants, engineers, technicians and the public regarding work-related matters.

17. Perform general office support and maintain records for assigned work unit.
18. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of or demonstrated use of a variety of map types, indexes and street addresses
Knowledge of basic drafting techniques and principles
Knowledge of basic survey techniques and principles
Knowledge of basic mathematics
Knowledge of basic computer software
Map/plan reading skills
Customer relations skills
Oral and written communications skills
Graphic skills
Detail oriented skills
Skill in making mathematical calculations
Skill in measuring and determining distances
Skill in working outdoors for extended periods of time
Skill in preparing field sketches
Skill in using an engineer’s scale.

Skill in working in a team environment
Skill in using computer software such as word processing and spreadsheets
Licensing/Certification Requirements

Washington State Driver’s License or the ability to provide transportation to work locations with limited or no public transportation services
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Capital Project Management Technician I and II
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