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DEPUTY SURVEYOR
DEFINITION

DASTINGUISHINGUNder administrative direction, assists in planning, organizing, managing, and

providing direction and oversight for surveying operations and staff; reviews and approves various maps,
records of survey, legal descriptions, and other documentation; provides highly responsible and complex
professional assistance to the County Surveyor in areas of expertise; and performs related duties as

assigned.

SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the County Surveyor. Exercises direct and general supervision
over professional, technical, and administrative support staff.

CLASS CHARACTERISTICS

Fhis-single-position-class-isresponsibleforthe-management-of-This is an assistant department

director classification that manages the planning, organizing, reviewing, and evaluating day—-to- day
operations and aetivitiesactivities of the Surveyor's Office. Fhis-taeludesSuccessful performance of the
work requires knowledge of public policy-#terpretation;, County functions and activities, including the
role of an elected Board of Supervisors, and the ability to develop, oversee and implement projects and
programs in a variety of areas. The incumbent assists in short- and long-term technology program

plannlng ﬁseal—managemen{ evelopment and the admmlstratlon and—el#eeﬂen—ef—aﬂ—epe#a&ens

m&ps—the—prep&mﬁen—ef—maps—and—of departmental poI|C|es procedures and services. Successful

performance of the work requires an extensive professional background, considerable independence
initiative, discretion, as well as skill in coordinating departmental work with that of other County
departments and public agencies. Responsibilities include managing the maintenance—of-address
systems—withindepartment’s administrative functions and assisting the County—_Surveyor in the
achievement of departmental goals and objectives.

This class is distinguished from County Surveyor in that the latter is the-department-head;-an elected
officialdepartment head, accountable for all County Surveyer/GlSsurveyor/geographical information
systems functions.
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EXAMPLES OF BUHESTYPICAL JOB FUNCTIONS (Hlustrative Only)

» Assists in the development and implementation of goals, objectives, policies, procedures, and work
standards for the Surveyor's Office.

> Assists in managing and participates in the development and administration of the department budget;
directs the forecast of additional funds needed for staffing, equipment and supplies; directs the
monitoring of and approves expenditures; directs the preparation and implementation of budgetary
adjustments.

> Selects, trains, motivates, and evaluates the work of department personnel, provides direction or
coordinates staff training, works with employees to correct deficiencies and implements discipline and
termination procedures as required; addresses staff guestions and concerns; works with department
management and staff to build and maintain a high performing team environment.

e3> Recommends the development and implementation of goals, objectives, policies, and procedures for the
department.———aoffice.

»> Plans, organizes, conducts, supervises, and evaluates field and office surveyingsurveying work related
to the maintenance of accurate Geumy ounty parcel subdwlsmnsubdlvmon, and general Iand maps.

o> Directs the review of all surveys and maps prepared by private surveyors prior to recordation; reviews
surveys for completeness and for conformance to the Subdivision Map Act and local ordinances and the

Land Surveyor's Act.
o> Directs the review and approval of parcel and subdivision maps, ensures that all maps are in compliance
with all Statestate laws and County codes, and that the survey is teehnicathytechnically correct.
o> Directs the preparation of maps produced and related graphic material for the Board of Supervisors,
Planning—Ceommission—L-AC-O-various _commissions, zoning—maps,—election—maps,
elections, and other maps-and-related-graphic-material-purposes.

» ) Directs the maintenance of street addresses and road names throughout the Seuntycounty; provides
address information to emergency service organizations.

» ) Directs field and office surveying work, and field surveys of Ceuntycounty properties other than right-
of-way.——

»)> Directs the searching of maps, deeds, and other survey records to secure data; prevideprovides
technical assistance to staff in complex survey or property transactions.

o> Confers with other departments, property owners, private surveyors, and contractors to explain and
coordinate projects; responds to inquiries and complaints.

o> Directs the complex calculations pertaining to survey data.—

o> Monitors developments related to survey work, evaluates their impact, and recommends and
implements policy and procedural improvements.

o> Performs e%heFreIated duties as aSS|gned.

QUALIFICATIONS

Knowledge of:
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» Administrative principles and practices, including goal setting, program development,
implementation, evaluation, and supervision of staff.

o> Program management principles and methods including planning, development, implementation, and
monitoring.

o Principles and practices of employee supervision, including selection, training, work evaluation, and
discipline.

©—FPrinciples and practices as related to land surveying and the review and preparation of parcel and
subdivision maps-

oy Geedatie, including geodetic and— photogrammetric surveying.

o> Methods and techniques of title searching to determine ownership.

o Legal descriptions of real property.

» Applicable federal, state, and local laws, codes, and regulations, including Professional Land
Surveyors Act, Subdivision Map Act, Uniform Numbering System, Streets and Highways Code, as
well as administrative and office policies and procedures.

e—Instruments, tools, and equipment used in survey work.

o~ Computer—applications related to the work.

e Safe work practices and safety regulations related to survey work.

o Principles and practices of public administration, finance, budgeting, and contract administration.

e e e

> Selecting;—motivating—and—evaluating—staFFPrinciples and techniques for
working with groups and fostering effective team interaction to ensure teamwork is conducted
smoothly.

Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and County staff.

» The structure and content of the English language, including the meaning and providing—For

thetr—training—spelling of words, rules of composition, and grammar.

A\

> Modern equipment and communication tools used for business functions and program, project, and task
coordination.
» Computers and software programs (e.g., Microsoft software packages) to conduct, compile, and/or

generate documentation.

Ability to:

» Provide management oversight of the day-to-day operations of the Surveyor’s Office.

o> Assist _in the development_and implementation of goals, objectives, policies, procedures, work
standards, and internal controls for the Surveyor’s Office.

» AnalyzingProvide administrative and professional leadership and direction for the department and
the County.

»> Plan, direct, and supervise office and field work of technical and—administrative—staff in the
review and approval of parcel and subdivision maps, the preparation of maps, and the maintenance of
address systems within the County.

» Prepare and administer large and complex budgets; allocate limited resources in a cost effective
manner.

o> Evaluate complex codes, regulations, and environmental problems, evaluating
alternatives—and recommending—or—implementingand develop effective courses of

action.
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» PreparingPlan, organize, assign, review, and reviewing—aceurateevaluate the work of
staff; train staff in work procedures.

» Research, analyze, and evaluate new service delivery methods, procedures, and techniques.

©)> Prepare clear and concise su¥vey—records—and—reports, maps—and—related
documents-———correspondence, policies, procedures, and other written material.

» ExereisingAnalyze, interpret, summarize, and present administrative and technical information and
data in an effective manner.

» _Perform difficult land surveying work.

» _Understand, interpret, apply, explain, and ensure compliance with federal, state, and local policies,
procedures, laws, and regulations.

» Conduct complex research projects, evaluate alternatives, make sound recommendations, and prepare
effective technical staff reports.

> Establish and maintain a variety of filing, recordkeeping, and tracking systems.

> Make sound, independent decisions within established policy and procedural quidelines.

»> Effectively represent the department and the County in _meetings with governmental agencies;
community groups; various business, professional, and requlatory organizations; and in meetings with
individuals.

» Effectively use computer systems, software applications, and modern business equipment to perform

a variety of work tasks.

» Communicate clearly and concisely, both orally and in writing, using appropriate English grammar
and syntax.

o> Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal
guidelines.

” ! individuals.
o> Establishing—and—malntalningEstablish, maintain, and foster positive and effective

working relationships with those contacted in the course of £he—work.

Education and Experience:
Any combination of the required experience, education, and training that would provide the essential

knowledge, skills, and abilities is gualifying.

Equivalent to

a bachelor’s degree from an accredited four-year college or university with major coursework in surveying,
civil engineering, or a closely related field;

AND

Four (4) vears of post-licensed surveying experience, two (2) years of which must have been at a level
equivalent to the County’s class of Associate Surveyor, including at least two (2) years in a
supervisory/management capacity.

Licenses and Certifications:

> Possession of, or ability to obtain, a valid California Driver’s License by time of appointment and a
satisfactory driving record.

> Mustpessess—a—vald-drivers-license—Must possess a valid California registration as a Land

Surveyor or qualified Registered Civil Engineer.
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PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer, to inspect county development sites, to operate a motor vehicle, and to visit various county and

meeting sites; vision to read printed materials and a computer screen; and hearing and speech to
communicate in person, before groups, and over the telephone. This is partially a sedentary office
classification, although the job involves field inspection work requiring frequent walking at inspection
sites to_monitor performance; standing and walking between work areas may be required. Finger
dexterity is needed to access, enter, and retrieve data using a computer keyboard or calculator and to
operate standard office equipment. Positions in this classification occasionally bend, stoop, kneel, reach,
push, and pull drawers open and closed to retrieve and file information. Employees must possess the
ability to lift, carry, push, and pull materials and objects weighing up to 50 pounds. Reasonable
accommodations will be made for individuals on a case-by-case basis.

ENVIRONMENTAL CONDITIONS

Employees work in _an office environment with moderate noise levels and controlled temperature
conditions; but may occasionally work in the field and be exposed to loud noise levels, cold and hot
temperatures, inclement weather conditions, road hazards, vibration, mechanical and/or electrical hazards,
and hazardous physical substances and fumes. Employees may interact with members of the public or
with staff under emotionally stressful conditions while interpreting and enforcing departmental policies

and procedures.
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