
  

 

                          

 
 
 

 

 

 
 

 

 
 

 
 

 
  

 
 

 

 
 

 

 

 
  

 
  

  
   

  
 

 
 

CITY OF SAN CARLOS 
               ADOPTED CC:  07/12/10 

REVISED CC: 10/27/14 
Revised CC: 03/14/16 

FLSA STATUS: NON-EXEMPT 

CIVIL ENGINEERING TECHNICIAN 
DEFINITION 
This classification is responsible for performing engineering permitting work in the office and 
inspections in the field. The primary function of the Technician is to issue engineering permits, 
answer inquires and provide customer service at the Public Workers public counter.  The 
Technician is assigned specific engineering projects and works in the Engineering Division of 
the Public Works Department. 

DISTINGUISHING CHARACTERISTICS 
The Civil Engineering Technician applies technical civil engineering knowledge and skills to 
public works projects and infrastructure.      

SUPERVISION EXERCISED AND RECEIVED 
Reports to the City Engineer. Is not responsible for any direct supervision but does indirectly 
supervise contractors. 

ESSENTIAL AND IMPORTANT DUTIES 
 Performs a variety of technical civil engineering functions including design, drafting, plan 

checking, issuing permits, and inspecting. 
 Prepares or assists in the preparation of specifications, plans, estimates and reports 

pertaining to the construction, maintenance and operation of a variety of engineering 
projects and infrastructure. 

 Performs design and drafting duties in connection with street, sewer, storm drain, traffic 
facilities, park and other Public Works projects. 

 Assists in administering routine public works projects; estimates contract quantities and 
prepare estimates; obtains informal bids; inspects projects; reviews construction change 
order requests; and processes payments.   

 Provides field inspection of public and private civil improvement projects, including grading, 
underground utilities, encroachments, curbs, gutters, sidewalk, paving and park 
construction; ensures conformance to approved plans and specifications; requires correction 
of defective work; recommends approval of acceptable work. 

 Provides information regarding existing public works infrastructure to satisfy inquiries from 
staff developers and citizens. 

 Issues notices to correct violations of public works codes and standards and recommends 
action to the Senior Engineer if corrections are not made. 

 Reviews various plans, maps and permit applications submitted for private improvement 
projects for accuracy, completeness, and a reasonable standard of care; ensures 
compliance with local and state standards. 

 Represents the Department of Public Works with developers, architects, engineers, 
contractors and the general public; provide information and assistance; interprets and 
explains City Ordinances, standards, procedures and policies. 

 Computes appropriate fees and annual charges for engineering permits, plan checks, sewer 
and storm drain usage and related functions, issues permits. 



  

 

  

  

 
 

 

  
 

 
 

  

 
 

 

 
   

 
 

 
 

 
 

 

 
 

 

 Disseminates, modifies, and maintains Public Works records, maps, files, databases and 
associated GIS base map. 

 Investigates resident complaints; coordinates with property owners regarding project 
schedules, hazards and inconvenience 

JOB-RELATED AND ESSENTIAL QUALIFICATIONS 
Knowledge of the basic principals and practices of civil engineering as related to the design of 
a wide variety of public works projects; basic land surveying principles and practices; drafting 
techniques, terminology, methods and instruments; street, grading, sewer and storm drainage 
construction and materials, methods and techniques; construction plans and specifications; 
applicable laws, regulations, codes and department policies regarding assigned technical civil 
engineering duties; approved standards of safety as related to assigned projects. 

Ability and skills to analyze data and a variety of problems, determining options and using 
engineering methodology. Reading plans, specifications and maps. Performing technical civil 
engineering plan reviews, routine civil engineering drafting work, and preparing and maintaining 
accurate engineering records. Working effectively as part of a group or team; securing the 
cooperation of construction contractors and developers. Preparing reports and maintaining 
records, logs and databases; making mathematical calculations and accurate engineering 
computations and drawings; making oral and written presentations for professional meetings 
with consultants, contractors, staff and project teams.  Dealing tactfully and effectively with 
others to provide excellent customer service to the public, and other City employees.  Operating 
standard office equipment including printer/photocopier, facsimile machine and personal 
computer; knowledge of word processing, spreadsheet, permitting, maintenance management; 
customer service, GIS and computer aided drafting software. Adapting approved 
engineering methods and standards to the design and construction of a variety of public 
works projects. Travel to various and remote sites within the city; follow complex written 
or verbal instructions and procedures; work alone in or close proximity to others; 
operate motor vehicle or motorized equipment; communicate over telephone or two-way 
radio and work occasional overtime and irregular hours. 

SPECIAL REQUIREMENTS 
Speak clearly and understandably. Ability to read and hear voices and telephones. Visual acuity 
to quickly and accurately review and interpret plans and diagrams and make inspections. Ability 
to inspect construction sites requiring physical flexibility and dexterity, including the ability to 
continually stand, bend, stoop, reach, crouch and climb. Normal color vision required. 

EDUCATION AND TRAINING 
Any combination of education and experience equivalent to graduation from an accredited two-
year certificate program in computer-aided design, civil engineering technology or construction 
management or two years of full-time, experience in a civil engineering office performing 
engineering related task, permitting, surveying, construction management and/or drafting. 

LICENSES, CERTIFICATES AND REGISTRATION 
Possession of a valid Class C California driver's license issued by the State Department of 
Motor Vehicles. 


