
Jefferson County 
Posi�on Descrip�on 

Name:   Department: Highway 

Posi�on Title: GIS/Engineering Technician Pay Grade: 8 FLSA: Non Exempt 

Date: September 2025 Reports To: Opera�ons Manager 

 
Purpose of Posi�on 
Posi�on is responsible for assis�ng the Opera�ons Manager and other Highway Department supervisory staff in 
maintaining highway related geographical informa�on systems (GIS) and performing civil engineering technical 
work rela�ng concerni, design, construc�on, and maintenance ac�vi�es for county and state highway systems.   
 
Essen�al Du�es and Responsibili�es.  The following duties are normal for this position. These are not to be 
construed as exclusive or all-inclusive. Other duties may be required and assigned. 

• Develops and maintains various highway databases and geographical informa�on systems (GIS) which 
may include pavements, bridges, culverts, signs, barriers, pavement marking, plow rou�ng, etc., and 
assists with advancing automa�on and promo�ng open and transparent informa�on development. 

• Digi�zes and creates transporta�on-related features using field collected data, aerial and satellite 
imagery and other GIS data sets. Maintains accuracy and quality control of data, and edits data to 
produce various maps and graphic products. 

• Prepares, processes, and evaluates survey data for loca�on and construc�on surveys sufficient to meet 
project deadlines with accurate and effec�ve data.  

• Processes data using CADD dra�ing and computa�onal so�ware producing maps in a �mely manner, 
ensuring accuracy standards are maintained.  

• Assists with field inspec�on of bridges, culverts, pavements, etc. for upda�ng infrastructure condi�ons 
in all GIS databases.   

• Performs field and office survey work for bridge, road, or other public works projects. 
• Dra�s plans and prepares as-built drawings for highway maintenance and construc�on projects. 
• Assists in opera�ng global posi�on systems (GPS) and other survey tools to enable accurate collec�on of 

field survey data for highway construc�on plans, or to perform construc�on staking, loca�on, or 
miscellaneous surveys and asset ra�ng updates. 

• Maintains equipment used and related to work ac�vi�es (i.e. survey tools, CADD work sta�on, work 
vehicle, etc.). 

• Assists in training managers, superintendents, and foreman in GIS use. 
• Supports Highway Department permi�ng by inspec�ng and reviewing driveway, u�lity, moving, and 

right-of-way permits. 
• Obtains and maintains a drone license; use drone for 3D modeling, inventory measurement, project 

monitoring, and public educa�on. 
• Tests and samples materials in the field, analyzes test results, and assures materials meet County and/or 

Wisconsin Department of Transporta�on (WisDOT) specifica�ons to secure cer�fica�on of a 
construc�on project.  

• Adheres to and promotes safety as a priority in the workplace. 
• Demonstrates dependable atendance. 
• Performs other du�es as assigned or as may develop. 

Minimum Training and Experience Required to Perform Essen�al Job Func�ons 



• Associate’s Degree in Civil Engineering Technology or related field, including GIS course work. 
• 4 – 5 years’ experience with ArcGIS/ArcView and Database so�ware, AutoCad/Civil 3D GIS so�ware and 

WisDOT design standards.   
 
Preferred Requirements 

• Bachelor’s Degree in related field. 
• 2 – 3 years of experience.   

  
Other Requirements 

• A valid Wisconsin Driver’s License. 
• Must successfully pass a criminal background check. 

 
Knowledge, Skills, and Abili�es 

• Knowledge of Geographic Informa�on Systems (GIS) principles, methods, and applica�ons related to 
highway and civil engineering opera�ons. 

• Knowledge of ESRI ArcGIS so�ware and related tools used for spa�al data collec�on, analysis, and 
mapping. 

• Knowledge of AutoCAD or similar computer-aided dra�ing so�ware used to prepare and update plans, 
drawings, and technical schema�cs. 

• Knowledge of hazards, safety rules, and precau�ons in the opera�on of heavy equipment and when 
working around ac�ve construc�on zones. 

• Knowledge of safe and efficient opera�on of assigned vehicles and equipment, including adherence to 
traffic laws, ordinances, and departmental regula�ons. 

• Knowledge of street layouts, county road systems, and established routes within Jefferson County and 
surrounding jurisdic�ons. 

• Knowledge of engineering terminology, technical drawings, and survey concepts applicable to roadway 
design, drainage, and infrastructure maintenance. 

• Knowledge of data collec�on methods, mapping standards, and recordkeeping prac�ces used in public 
works or transporta�on environments. 

• Knowledge of basic computer applica�ons including Microso� Office products, database management, 
and asset tracking systems. 

• Skill in u�lizing GIS so�ware, GPS equipment, and related computer applica�ons to collect, analyze, and 
present spa�al and engineering data. 

• Skill in applying mathema�cal concepts including algebra, geometry, and trigonometry to perform 
calcula�ons of area, volume, eleva�on, and linear measurements. 

• Skill in calcula�ng figures and amounts such as discounts, interest, propor�ons, percentages, area, 
circumference, and volume with accuracy and efficiency. 

• Skill in preparing, reviewing, and interpre�ng maps, plans, drawings, and reports related to highway 
design, maintenance, and asset management. 

• Skill in opera�ng surveying instruments and GPS equipment to capture and verify field data. 
• Skill in communica�ng effec�vely in both oral and writen form, including preparing clear and concise 

technical reports, correspondence, and documenta�on. 
• Skill in establishing and maintaining effec�ve working rela�onships with coworkers, contractors, other 

departments, and the public. 
• Ability to read and interpret documents such as safety rules, opera�ng and maintenance instruc�ons, 

procedure manuals, and engineering plans. 



• Ability to apply common sense understanding to carry out instruc�ons furnished in writen, oral, or 
diagram form. 

• Ability to deal with problems involving several concrete variables in standardized or field situa�ons. 
• Ability to speak effec�vely before groups of employees, contractors, or the general public. 
• Ability to write rou�ne reports, correspondence, and updates on project progress or field condi�ons. 
• Ability to reliably and predictably carry out du�es in accordance with departmental standards and 

established �melines. 
• Ability to work independently with minimal supervision while managing mul�ple priori�es and adap�ng 

to changing field or weather condi�ons. 
• Ability to maintain accurate records, maps, and files, and ensure data integrity within the county’s GIS 

and engineering systems. 
• Ability to use discre�on and sound judgment in interpre�ng and applying policies, procedures, and 

engineering standards. 

Supervision 
• None. 

 
Physical Demands.  The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential duties and responsibilities of this job. Reasonable 
accommodation may be provided to enable individuals with disabilities to perform the essential duties and 
responsibilities. 

• Regularly required to stand, walk, sit, use hands to handle or operate objects, tools, or controls, and 
reach with hands and arms. 

• Regularly required to li� and/or move up to 25 pounds; occasionally up to 50 pounds. 
• Frequently required to walk several miles per day and stand for extended periods of �me on uneven or 

rough terrain. 
• Frequently required to climb, balance, stoop, kneel, crouch, or crawl. 
• Specific vision abili�es required include close vision, distance vision, color vision, peripheral vision, depth 

percep�on, and the ability to adjust focus. 
 
Work Environment.  The work-environment characteristics described here are representative of those an 
employee encounters while performing the essential duties and responsibilities of this job. Reasonable 
accommodation may be provided to enable individuals with disabilities to perform the essential duties and 
responsibilities. 

• Work is performed in both office and field environments. 
• Field work may involve exposure to varying weather condi�ons, uneven or rough terrain, moving 

vehicles, loud noise levels, and construc�on or maintenance equipment. 
• Office work is typically performed in a controlled environment with moderate noise levels. 
• May be required to wear personal protec�ve equipment (PPE) such as safety boots, reflec�ve vests, 

gloves, or hard hats. 
• Work may involve exposure to dust, fumes, vibra�on, or traffic hazards while performing inspec�ons or 

data collec�on in the field. 
• Interac�ons with other staff, contractors, and the public are frequent and require professionalism and 

awareness of safety protocols. 
• Hours of work are generally during standard business hours; however, early mornings, evenings, 

weekends, or extended hours may be required during construc�on season, emergency response, or 
inclement weather events. 

 
 



Jefferson County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act as 
Amended, the County will provide reasonable accommodations to qualified individuals with disabilities and 
encourages both prospective and current employees to discuss 
potential accommodations with the employer. 
  
I have read and understand the duties of this job description and, by signing below, I agree that I can perform 
the duties of this position with or without reasonable accommodation.  

 
 
   

Employee Signature: 

 

  

Date: 

 

  

Supervisor/Manager Signature: 

 

  

Date: 

 

  

 


