
Job Description 

City of Mequon 
 

 

Title:  Engineering Technician I FLSA:  Non-Exempt 

Date:  2018 Present Incumbent:  T. Weyker 

Department:  Public Works Division:  Engineering 

Work Location:  City Hall 

General Schedule:  8:00 a.m. – 4:30 p.m., M-F 

Pay Grade :  9 

Represented:  No Bargaining Unit:  N/A 

Position’s Purpose:  Under general supervision, perform technical and skilled work involving the 

application of engineering skills including surveying, design, development of plans and 

specifications, inspections, and project management. 

Description of the Job 

 

A. Essential Duties and Responsibilities: 
 

 20% Design plans and develop project specifications in accordance with acceptable 

engineering practices; provide plan review and project management for road and 

construction projects including all phases of the bid process and award of contract; 

schedule and coordinate with developers, utilities, state and county agencies, and Public 

Works-Highway Division; contract administration, inspections, quality control, and 

contract closeout; provide periodic reports on project costs and status. 

 

 20% Assists with project management for city projects (road improvements, seal coating, 

drainage improvements, bike paths, sidewalks, sanitary sewer force main, parks, etc.) 

including all phases of the bid process and award of contract; prepare grant applications; 

hold public informational meetings, scheduling and coordination with developers, utilities, 

state and county agencies, and Public Works-Highway Division; contract administration, 

inspections, quality control, and contract close-out; provide periodic reports on project 

costs and status. 

 

 15% Perform and assist with complex survey work including topographic, drainage, boundary 

and construction surveys; process survey data and generate drawings and plans using 

computer aided drafting equipment or mechanical drafting methods; compute and analyze 

survey data relative to elevations, volumes, area, etc.; research legal descriptions of 

properties. 

 

 10% Conduct illicit discharge inspections; inspect construction done under private development 

including sanitary sewer, water mains, storm sewers, roads, etc. for compliance with 

plans, specifications, and acceptable engineering practices;  inspect drainage and road 

improvement projects for City infrastructure for compliance with plans, specifications, 

and acceptable engineering practices. 

 

 10% Inspect and evaluate pavement conditions on all city streets; enter findings into computer 

database and generate annual condition rating map; run multiple year deterioration 
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simulations, develop 5-year road improvement plans and maps for road maintenance; 

make recommendations for road maintenance including cost estimates and rehabilitation 

methods. 

 

 10% Respond to inquiries from residents, developers, and contractors regarding road projects, 

location and elevation of sewer and water laterals and other public work related projects 

and information; track and investigate customer complaints and prepare findings and 

recommendations; produce copies of plans, as-builts, and maps upon request; draft 

correspondence and provide other administrative support to supervisory staff. 

 

10% Operate a variety of engineering-related equipment including CAD computer, CAD 

plotter, engineering blueprint machine, engineering plan copier, total station, level, and 

other field equipment;  maintain survey equipment, order survey and inspection supplies 

and monitor inventory; supervise part-time Engineering interns; gather traffic court data. 

 

  5% Update records including maps of sanitary sewer system, water system, plat maps, and 

topographic maps; maintain files and records of maps, as-built record drawings, 

construction manuals, specifications, construction plans, land subdivisions, and maintain 

road pavement condition data base; other duties as assigned  

 

 

B. Job Specifications 
 

Required Knowledge: 
 

Working knowledge of principles and practices of civil engineering including sewer, water and 

drainage systems and street construction, methods and techniques of drafting and computer-aided 

drafting, input and modifications of web-based GIS systems and GPS surveying. 
 

Knowledge of automatic survey field instruments and related computer aided drafting equipment. 
 

Knowledge of the various elements of project management. 
 

Knowledge of customer service and telephone etiquette appropriate for a government setting.  
 

Required Skills/Abilities: 
 

Technical: 

 Demonstrated ability to operate computer-aided drafting equipment 

 Ability to take accurate, complete survey notes 

 Ability to utilize survey equipment for field work 

 Ability to perform mathematical computations typically used in civil engineering 

 Ability to operate office equipment including computers, copiers, printers and plotters 

 Ability to read and interpret construction plans, specifications, and maps 

 

Communication/Interpersonal: 

 Ability to effectively communicate and maintain a good working relationship with 

contractors, developers, residents, etc. 

 Skills in diplomacy and interpersonal relationships with individuals at all levels of the 

organization 

 Ability to communicate and enforce compliance with contract specifications and requirements 
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C. Qualifications Required: 
 

Associate degree in Civil Engineering or Construction Management with a minimum of 5 years 

of increasingly responsible duties in the field of civil engineering Two years of training in civil 

engineering. 

 

Equivalent combinations of education and experience which provides the required knowledge, 

skills and abilities outlined above. 

 

Valid State of Wisconsin driver’s license. 

 

D. Title of Immediate Supervisor:  Assistant City Engineer 

 

 

E. Working Conditions:   
 

While performing the duties of this job, the employee is required to work out of doors year round, 

frequently perform duties in the public right-of-way, handle extremely hot materials and be 

exposed to a variety of environmental conditions and elements.  Employee is required to operate a 

motor vehicle. 

 

The incumbent must maintain alertness commensurate with being responsible for the health and 

welfare of others. 

 

The incumbent is sometimes expected to hear conversation within a noisy atmosphere, to work 

near traffic, and heavy construction equipment, to perform work at a computer terminal and to 

have contact with the public. 

 

The office working conditions are generally favorable.  Lighting and temperature are adequate 

and there are rarely hazardous or unpleasant conditions caused by noise, dust, etc. 

 

 

F. Supplemental Information: 
 

Disclaimer:  The above information on this description has been designed to indicate the general 

nature and level of work performed by the employee(s) within this classification.  It is not 

designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities 

and qualifications required of employees assigned to this job. 

 

Approvals: 
 

Human Resources Manager 

 

_____________________________________________          Date: _______________________ 

 

Department Head or Designated Representative 

 

_____________________________________________          Date: _______________________ 

 

Incumbent 
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_____________________________________________          Date: _______________________ 

 

 


