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Job Duties Custom List

17-3022.00 — Civil Engineering Technologists and Technicians

Review the tasks below. Check the tasks you want to add to your job duties list. Then click Go to find occupations with related tasks.

Calculate dimensions, square footage, profile and component specifications, and material quantities, using calculator or computer.

Read and review project blueprints and structural specifications to determine dimensions of structure or system and material requirements.
Draft detailed dimensional drawings and design layouts for projects to ensure conformance to specifications.

Confer with supervisor to determine project details such as plan preparation, acceptance testing, and evaluation of field conditions.

Analyze proposed site factors and design maps, graphs, tracings, and diagrams to illustrate findings.

Prepare reports and document project activities and data.

Report maintenance problems occurring at project site to supervisor and negotiate changes to resolve system conflicts.

Inspect project site and evaluate contractor work to detect design malfunctions and ensure conformance to design specifications and applicable codes.
Conduct materials test and analysis, using tools and equipment and applying engineering knowledge.

Develop plans and estimate costs for installation of systems, utilization of facilities, or construction of structures.

Develop project budgets by estimating the cost of project activities.

Plan and conduct field surveys to locate new sites and analyze details of project sites.

Respond to public suggestions and complaints.

Negotiate with contractors on prices for new contracts or modifications to existing contracts.

Please select at least one task.
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Job Duties Custom List
17-2051.00 — Civil Engineers

Review the tasks below. Check the tasks you want to add to your job duties list. Then click Ge to find occupations with related tasks.

Direct engineering activities, ensuring compliance with environmental, safety, or other governmental regulations.

Manage and direct the construction, operations, or maintenance activities at project site.

Inspect project sites to monitor progress and ensure conformance to design specifications and safety or sanitation standards.

Compute load and grade requirements, water flow rates, or material stress factors to determine design specifications.

Plan and design transportation or hydraulic systems or structures, using computer-assisted design or drawing tools.

Provide technical advice to industrial or managerial personnel regarding design, construction, program modifications, or structural repairs.
Analyze survey reports, maps, drawings, blueprints, aerial photography, or other topographical or geologic data.

Direct or participate in surveying to lay out installations or establish reference points, grades, or elevations to guide construction.

Estimate quantities and cost of materials, equipment, or labor to determine project feasibility.

Prepare or present public reports on topics such as bid proposals, deeds, environmental impact statements, or property and right-of-way descriptions.
Design energy-efficient or environmentally sound civil structures.

Test soils or materials to determine the adequacy and strength of foundations, concrete, asphalt, or steel.

Identify environmental risks and develop risk management strategies for civil engineering projects.

Conduct studies of traffic patterns or environmental conditions to identify engineering problems and assess potential project impact.
Develop or implement engineering solutions to clean up industrial accidents or other contaminated sites.

Design or engineer systems to efficiently dispose of chemical, biological, or other toxic wastes.

Related Activities Search
17-2051.00 — Civil Engineers

Review the detailed work activities below. Check the activities to build a list you want to explore. Then click Go to find occupations with related activities.

Coordinate safety or regulatory compliance activities.

Test characteristics of materials or structures.

Direct construction activities.

Inspect facilities or sites to determine if they meet specifications or standards.
Estimate technical or resource requirements for development or production projects.
Create graphical representations of civil structures.

Recommend technical design or process changes to improve efficiency, quality, or performance.
Evaluate technical data to determine effect on designs or plans.

survey land or bodies of water to measure or determine features.

Develop technical methods or processes.

Investigate the environmental impact of projects.

Estimate operational costs.

Explain project details to the general public.

Prepare proposal documents.

Incorporate green features into the design of structures or facilities.

Implement design or process improvements.

Design systems to reduce harmful emissions.
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Related Activities Search
11-1011.00 — Chief Executives

Review the detailed work activities below. Check the activities to build a list you want to explore. Then click Go to find occupations with related activities.

Direct financial operations.

Confer with organizational members to accomplish work activities.
Prepare operational budgets.

Direct organizational operations, projects, or services.

Develop organizational policies or programs.

Implement organizational process or policy changes.

Prepare financial documents, reports, or budgets.

Prepare operational progress or status reports.

Resolve employee or contractor problems.

Direct sales, marketing, or customer service activities.

Analyze data to assess operational or project effectiveness.
Manage human resources activities.

Analyze data to inform operational decisions or activities.
Communicate organizational policies and procedures.

Negotiate contracts for transportation, distribution, or logistics services.
Prepare staff schedules or work assignments.

Select staff, team members, or performers,

Select staff, tearm members, or performers.

Liaise between departments or other groups to improve function or communication.
Establish organizational guidelines or policies.

Conduct hearings to investigate legal issues.

Testify at legal or legislative proceedings.

Present information to the public.

Draft legislation or regulations.

Serve on institutional or departmental committees.

Advise others on legal or regulatory compliance matters.

Analyze impact of legal or regulatory changes.

Coordinate with external parties to exchange information.

Direct administrative or support services.

Recommend organizational process or policy changes.

Conduct research on social issues.

Conduct research to gain information about products or processes.
Represent the organization in external relations.

Coordinate special events or programs.

Manage construction activities.

Promote products, services, or programs.
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Related Activities Search

47-1011.00 — First-Line Supervisors of Construction Trades and Extraction Workers

Review the detailed work activities below. Check the activities to build a list you want to explore. Then click Go to find occupations with related activities.

Evaluate projects to determine compliance with technical specifications.
Inspect equipment or tools to be used in construction or excavation.
Monitor construction operations.

Direct construction or extraction personnel.

Coordinate construction project activities.

Review blueprints or specifications to determine work requirements.
Estimate construction project labor requirements.

Estimate materials requirements for projects.

Order construction or extraction materials or equipment.

Train construction or extraction personnel.

Communicate with other construction or extraction personnel to discuss project details.

Mark reference points on construction materials.
Measure work site dimensions.

Assist skilled construction or extraction personnel.
Record operational or environmental data.
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47-4011.00 — Construction and Building Inspectors

Review the detailed work activities below. Check the activities to build a list you want to explore. Then click Go to find occupations with related activities.

Authorize construction activities.

Evaluate construction projects to determine compliance with external standards or regulations.
Review blueprints or specifications to determine work requirements.
Inspect work sites to identify potential environmental or safety hazards.
Inspect plumbing systems or fixtures.

Test electrical equipment or systems to ensure proper functioning.
Monitor construction operations.

Communicate with clients about products, procedures, and policies.
Evaluate projects to determine compliance with technical specifications.
Measure work site dimensions.

Verify alignment of structures or equipment.

Record operational or environmental data.

Inspect completed work to ensure proper installation.

Direct construction or extraction personnel,

Train construction or extraction personnel.

Inspect industrial or commercial equipment to ensure proper operation.
Estimate construction project costs.

Test air quality at work sites.

Related Activities Search
11-9021.00 — Construction Managers

Review the detailed work activities below. Check the activities to build a list you want to explore. Then click Go to find occupations with related activities.

Manage construction activities.

Develop operating strategies, plans, or procedures.

Prepare financial documents, reports, or budgets.

Communicate organizational information to customers or other stakeholders.
Communicate organizational policies and procedures.

Supervise employees.

Negotiate project specifications.

Prepare forms or applications.

Direct facility maintenance or repair activities.

Review blueprints or other instructions to determine operational methods or sequences.
Determine operational compliance with regulations or standards.

Investigate industrial or transportation accidents.

Implement organizational process or policy changes.

Develop procedures to evaluate organizational activities.

Purchase materials, equipment, or other resources.

Estimate labor requirements.

Evaluate green operations or programs for compliance with standards or regulations.




Evaluate green operations or programs for compliance with standards or regulations.
Analyze data to determine project feasibility.

Develop environmental remediation or protection plans.

Estimate green project costs.

Analyze forecasting data to improve business decisions.

Model operational processes.

Develop sustainable organizational policies or practices.

Recruit personnel.

Prepare operational budgets for green energy or other green operations.

Train employees on environmental awareness, conservation, or safety topics.
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Related Activities Search
47-4011.00 — Construction and Building Inspectors

Review the detailed work activities below. Check the activities to build a list you want to explore. Then click Go to find occupations with related activities.

Authorize construction activities.

Evaluate construction projects to determine compliance with external standards or regulations.
Review blueprints or specifications to determine work requirements.
Inspect work sites to identify potential environmental or safety hazards.
Inspect plumbing systems or fixtures.

Test electrical equipment or systems to ensure proper functioning.
Meanitor construction operations.

Communicate with clients about products, procedures, and policies.
Evaluate projects to determine compliance with technical specifications.
Measure work site dimensions.

Verify alignment of structures or equipment.

Record operational or environmental data.

Inspect completed work to ensure proper installation.

Direct construction or extraction persennel.

Train construction or extraction personnel.

Inspect industrial or commercial equipment to ensure proper operation.
Estimate construction project costs.

Test air quality at work sites.
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17-3011.00 — Architectural and Civil Drafters

Review the detailed work activities below. Check the activities to build a list you want to explore. Then click Go to find occupations with related activities.

Create graphical representations of civil structures.

Create graphical representations of structures or landscapes.

Evaluate technical data to determine effect on designs or plans.

Create maps.

Supervise engineering or other technical personnel.

Prepare detailed work plans.

Analyze operational data to evaluate operations, processes or products.
Verify mathematical calculations.

Determine operational methods.

Survey land or bodies of water to measure or determine features.
Collect data about project sites.

Explain engineering drawings, specifications, or other technical information.
Estimate operational costs.

Estimate technical or resource requirements for development or production projects.
Prepare procedural documents.

Review technical documents to plan work.

Analyze costs and benefits of proposed designs or projects.

Create graphical representations of energy production systems.
Evaluate designs or specifications to ensure quality.

Manitor processes for compliance with standards.

Prepare contracts, disclosures, or applications.

Prepare contracts, disclosures, or applications.

Prepare technical reports for internal use.

Provide technical guidance to other personnel.

Recommend technical design or process changes to improve efficiency, guality, or performance.
Review details of technical drawings or specifications.
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Related Activities Search
13-2011.00 — Accountants and Auditors

Review the detailed work activities below. Check the activities to build a list you want to explore. Then click Go to find occupations with related activities.

Prepare financial documents, reports, or budgets.
Advise others on financial matters.

Report information to managers or other personnel.
Advise others on business or operational matters.
Examine financial records.

Collect evidence for legal proceedings.

Investigate legal issues.

Oversee business processes.

Examine financial records or processes.

Discuss business strategies, practices, or policies with managers.
Analyze business or financial data.

Prepare financial documents.

Verify accuracy of records.

Verify accuracy of financial information.

Analyze financial information.

Conduct financial or regulatory audits.

Calculate tax information.

Advise others on human resources topics.

Assess financial status of clients.

Coordinate regulatory documentation activities.
Evaluate effectiveness of personnel policies or practices.
Analyze budgetary or accounting data.

Pay charges, fees, or taxes.

Prepare operational budgets.
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Related Activities Search
43-3031.00 — Bookkeeping, Accounting, and Auditing Clerks

Review the detailed work activities below. Check the activities to build a list you want to explore. Then click Go to find occupations with related activities.

Operate computers or computerized equipment.

Execute sales or other financial transactions.

Verify accuracy of financial or transactional data.

Compile data or documentation.

Prepare cash for deposit or disbursement.

Monitor organizational compliance with regulations.

Collect deposits, payments or fees.

Operate office equipment.

Calculate financial data.

Reconcile records of sales or other finandial transactions.

Monitor financial information.

Code data or other information.

Answer telephones to direct calls or provide information.

File documents or records.

Search files, databases or reference materials to obtain needed information.
Convert data among multiple digital or analog formats.

Maintain financial or account records.

Prepare documentation for contracts, transactions, or regulatory compliance.
Calculate costs of goods or services.

Maintain inventory records.

Related Activities Search
43-3051.00 — Payroll and Timekeeping Clerks

Review the detailed work activities below. Check the activities to build a list you want to explore. Then click Go to find occupations with related activities.

Verify employee information.

Execute sales or other financial transactions.

Record personnel information.

Enter information into databases or software programs.
Calculate finandial data.

File documents or records.

Prepare finandial documents.

Reconcile records of sales or other financial transactions.
Prepare research or technical reports.

Distribute materials to employees or customers.
Compile data or documentation.

Maintain current knowledge related to work activities.
Check data for recording errors.

Prepare documentation for contracts, transactions, or regulatory compliance.
Provide information to coworkers.

Train others in operational procedures.

Coordinate operational activities.
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Related Activities Search
13-2082.00 — Tax Preparers

Review the detailed work activities below. Check the activities to build a list you want to explore. Then click Go to find occupations with related activities.

Calculate tax information.

Examine financial records.

Interview clients to gather financial information.

Advise others on financial matters.

Verify accuracy of records.

Update professional knowledge.

Explain regulations, policies, or procedures.

Correspond with customers to answer questions or resolve complaints.
Develop financial plans for clients.

Schedule appointments.
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Related Activities Search
43-9061.00 — Office Clerks, General

Review the detailed work activities below. Check the activities to build a list you want to explore. Then click Go to find occupations with related activities.

Operate office equipment.

Answer telephones to direct calls or provide information.

Confer with coworkers to coordinate work activities.

Respond to customer problems or complaints.

Collect deposits, payments or fees.

Execute sales or other financial transactions.

Prepare cash for deposit or disbursement.

Send information, materials or documentation.

Maintain inventory records.

Compile data or documentation.

File documents or records.

Distribute incoming mail.

Search files, databases or reference materials to obtain needed information.
Sort mail.

Prepare documentation for contracts, transactions, or regulatory compliance.
Proofread documents, records, or other files to ensure accuracy.

Check data for recording errors.

Prepare employee work schedules.

Schedule appointments.

Supervise clerical or administrative personnel.

Record information from meetings or other formal proceedings.
Transcribe spoken or written information.

Monitor inventories of products or materials.

Provide information to coworkers.

Train personnel.

Calculate weights, volumes or other characteristics of materials.
Maintain office equipment in proper operating condition.
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Related Activities Search
43-1011.00 — First-Line Supervisors of Office and Administrative Support Workers

Review the detailed work activities below. Check the activities to build a list you want to explore, Then click Go to find occupations with related activities.

Supervise clerical or administrative personnel.
Explain regulations, policies, or procedures.

Train personnel.

Respond to customer problems or complaints.
Examine documents to verify adherence to requirements.
Prepare employee work schedules.

Administer personnel recruitment or hiring activities.
Compile data or documentation.

Prepare research or technical reports.

Develop organizational policies or programs.
Calculate financial data.

Analyze financial information.

Coordinate operational activities.

Perform administrative or clerical tasks.

Provide information to coworkers.

Maintain inventory records.

Record personnel information.

Record personnel information.

Confer with coworkers to coordinate work activities.

Maintain current knowledge related to work activities.

Monitor inventories of products or materials.

Report maintenance or equipment problems to appropriate personnel.

Plan facility layouts or designs.
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Related Activities Search
15-1232.00 — Computer User Support Specialists

Review the detailed work activities below. Check the activities to build a list you want to explore. Then click Ge to find occupations with related activities.

Monitor computer system performance to ensure proper operation.
Collaborate with others to resolve information technology issues.
Install computer hardware.

Read documents to gather technical information.

Resolve computer software problems.

Provide technical support for software maintenance or use.

Install computer software.

Maintain computer hardware.

Collaborate with others to determine design specifications or details.
Test software performance.

Document operational activities.

Evaluate utility of software or hardware technologies.

Provide recommendations to others about computer hardware.
Recommend changes to improve computer or information systems.
Teach others to use computer equipment or hardware.

Train others in computer interface or software use.

Test computer hardware performance.

Conduct research to gain information about products or processes.
Update knowledge about emerging industry or technology trends.
Participate in staffing decisions.

Supervise information technology personnel.

Modify software programs to improve performance.

gerne 3 8hes | Glaebl gl Fgald pias 0 Shoe p o)y @
SleMbl 5 ,5L8 Jloe Jo sln O L s Sen @

FoeeelS Rl S i @

SFgeelS S8l o caai @

ool )l pp Mo 8, @

S 8dee sgue sln )l o sla aslip ol @

153l 3l eolil Uy (5,gS5 gl i Sty @61 @

FomelS B C 6l g Laa> @

FomalS 138l Corw & Slos s @

Lk Sl b olakin ow @lp ol b s Ken @




5 5 Shos s
Shles b colled (gjluaiin

P o b 5yl o5 sla 551 (B aedg 23

OlRs & FgalS 158l L 9550 )0 apogs &l

SN (6 9alS Sl s 3522 Sl Sl bl Sz po Bl 5 arogs &)
Ol%es @ I8l Cos b (635l Dl 3l ookl (3590

3l e sleslinal b penels b bl | o ()08 bj9e]

o] 3 b Y game 8,90 50 Sledlbl 10,51 Cavs 4y (gl Gubios

s b 50 (655l b Canio slanig; 3590 50 GRS (6541 590

SleMbl (6,5l o o s




Jad Jelo g 52 laasie

Related Activities Search

13-1141.00 — Compensation, Benefits, and Job Analysis Specialists

Review the detailed work activities below. Check the activities to build a list you want to explore. Then click Go to find occupations with related activities.

QOversee business processes.

Monitor organizational compliance with regulations.
Administer compensation or benefits programs.

Develop organizational policies or programs.

Advise others on human resources topics.

Evaluate effectiveness of personnel policies or practices.
Analyze jobs using observation, survey, or interview techniques.
Communicate with government agencies.

Establish business management methods.

Analyze business or financial data.

Arrange collective bargaining agreements.

Inform individuals or organizations of status or findings.
Conduct surveys in organizations.

Maintain personnel records.

Train personnel in organizational or compliance procedures.
Prepare operational reports.

Prepare research reports.
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