ECSM UTILITY CONTRACTORS
Job Description 

Job Title:
Graphics Operator

Department:
Operations

Reports To:
Graphics Supervisor

FLSA Status:
Non-Exempt
Prepared By:

Approved By:

Date:

Basic Function

Responsible for creating final construction drawings from the OSP Engineers field notes, relaying incoming telephone calls, and performing various clerical duties.

Responsibilities

1. Creation of finalized construction drawings using computer aided drafting programs.

2. Discuss and review projects and final drafted prints and associated documents with customers. (Engineers, ECSM Management, and External Customers)

3. Maintain a current knowledge of CAD programs used.

4. Knowledge of standard telephone symbology required on OSP construction drawings.

5. Identify required cable assignment records and request as needed. (Mirror & CLAS)

6. Answers and relays incoming telephone calls.

7. Operates various office equipment to include:

a. Multi-line telephone systems

b. Calculator/adding machine

c. Printer/Photocopy/Facsimile/Scanner


8. Basic filing duties as required.

9. Prepares invoices.

10. Maintain time sheet database.

11. Understand and use various accounting reports.

12. Input data to customer computer programs.

13. Perform other related duties as assigned.

Skills

Interpersonal Skills

Oral Communication Skills

Written Communication Skills

Reading Skills

Technical Communication

Drafting software skills

Customer Service

Diplomacy

Professionalism

Filing

Math Aptitude

Organization

Planning

Time Management

Computer Literacy

Keyboard Skills

Education/Training

Degree:  High School Diploma required.

Experience

Previous telephony drafting experience-using computer aided drafting tools is preferred.

Knowledge of one of the following CAD systems is desirable:

EWO

Micro Station

Field View/Frame

IDDS

