Example of Engineering Aide Job Description
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Our growing company is looking for an engineering aide. We appreciate you
taking the time to review the list of qualifications and to apply for the position. If
you don't fill all of the qualifications, you may still be considered depending on
your level of experience.

Responsibilities for engineering aide

* Assist engineering with facilities and process flow documentation

e General assistance as required with direction from manufacturing and
facilities engineers

e Review and verify TDP products (cable block diagrams, room arrangement
drawings, equipment drawings)

e Ensure configuration management of contract drawings

» Type correspondence, reports, minutes of meetings, memoranda, lists and
other written materials or documentation

e Enter and run standard reports

e Research, extract, and compile data for reports and other documents

e Schedule meetings, contacts participants, and make arrangements for
meeting facilities, equipment, and the preparation of meeting materials

e Perform document control of all incoming and outgoing correspondence

e Type correspondence, reports, memo and other written materials or
documentation when

Qualifications for engineering aide

Must be proficient in MS Word
Must also be proficient in Access and Expedition

Interface skills with a variety of people and flexibility of duties a must

Hands on experience with configuration management tools such as GIT or



e Experience using good software development practices



