	Job Title
	PLAN DRAFTING OFFICER


	Division
	Land Administration 

	Location
	Region 6 – New Amsterdam 

	Salary Band
	Two (2)

	Objective
	To perform drafting duties involving skill and experience in plan drafting.

	Main Responsibilities
	1. Produces plan documents under the supervision of the Senior Land Administration Officer.
2. Drafts detailed sketches, working plans, and drawings from design drawings, instructions, sketches, and field notes.

3. Manipulates and analyses information such as geographic and land information source maps and survey data.

4. Ensures access to appropriate surveys and plan drafting information by department staff, sectional managers within the Surveys Division, and the general public.

5. Checks drawings and calculations and make necessary or desired adjustments or changes.

6. Undertakes other related tasks as assigned by the Senior Land Administration Officer.


	Working and reporting relationships 
	Reports to:

· Senior Land Administration Officer 
Working relationships (internal):

· Survey Technicians
· Land Administration Officers 


	Job specifications
	Qualifications:

A Certificate in mapping science, cartography or a related discipline.

Experience and knowledge:

Two (2) years relevant and proven experience in a similar capacity. 

Principles and practices of plans drafting methods. 
Map drafting procedures, terminology, drafting tools and equipment. 

Algebra, geometry and trigonometry, especially in computation of distances, angles and areas. 

Analytical and Logical Skills:
Ability to read and interpret plans and blueprints

Problem Solving

Planning and organising skills

Written Communication to produce comprehensive reports

Inter-personal Skills:

Communication skills to interact with staff 

Personal Strengths:

Flexibility to adapt to changing priorities

Determination to achieve stated objectives under pressure from difficult resource constraints

Integrity to ensure that all actions simultaneously conform to business, best practice and compliance requirements.

Personal Characteristics:

He/she must be a strong manager, able to directly manage professional staff and assign tasks fairly and in keeping with procedures.  


