
 

Madison County Council of Governments 
Transportation Planning Department 

 

POSITION DESCRIPTION  

POSITION:  Planning Technician  
 

Incumbent serves as Planning Technician for the Madison County Council of Governments, responsible for 

gathering and processing transportation planning data.  

 

Salary: Dependent on education and experience. 

 

Job type: Full time- Medical, Dental, Vision, Life, retirement through IN-PRS pension. 

 

Submit cover letter and resume to Robert Wertman (robert@heartlandmpo.org), or mail to Madison County Council 

of Governments, 16th E 9th Street, Room 100 Anderson, IN 46016. 

 

Position open until filled, initial review of candidates will take place 3 weeks after posting. 

 

DUTIES:  
  

Places and retrieves traffic counting units; gathers and compiles traffic count data and related information, as 

required by local, state, and federal agencies; records and maintains files and reports of traffic count data collected 

from counting units.  

  

Prepares maps, location site drawings, and written summaries reflecting updated transportation system analyses.  

  

Regularly initiates rotational count and permanent count programs, including processing, filing, and updating 

records.  

  

Maintains inventory of traffic counting equipment and supplies; submits request for supplies as needed.  

  

Periodically files Highway Performance Monitoring System records submitted to State Department of 

Transportation; completes and files quarterly rotational count data summaries.  

  

Prepares a variety of departmental data summary reports, such as vehicle classification, occupancy, and intersection 

analyses.  

  

Updates census data, journey-to-work, and transportation files.  

  

Assists citizens, businesses, and property owners by responding to inquiries regarding traffic devices and 

transportation studies.  

  

Attends conferences and workshops pertinent to efficient division operation.  

  

Supervises planning interns and seasonal personnel used in the traffic counting program.  

 

Performs related duties as assigned.  



I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK:  
  

Possession of Associates Degree preferred, High School Diploma required at a minimum or its equivalence.  

  

Working knowledge of departmental office practices and procedures, with ability to operate various traffic counter 

units and devices, including road tubes, clamps, fixtures, asphalt nails, gutter spikes, fasteners, and chains.  

  

Ability to use a computer and related software, specifically Microsoft Excel, other Microsoft Office software, 

including Word and Outlook, calculator, etc.  

  

Knowledge of prescribed filing systems, with ability to create and maintain department records/files and prepare 

complete, accurate traffic reports.  

  

Specialized training with total occupational understanding of traffic counting equipment including operation, repair, 

and maintenance procedures.  

  

Ability to maintain confidentiality of all department records and information as required.  

  

Ability to effectively communicate in a courteous, tactful, and professional manner with co-workers and members 

of the general public.  

  

Ability to effectively work with supervisor and to manage other field personnel that collect similar data.  

  

Ability to legally operate motor vehicle.  

 

Ability to learn and improve skill set annually. 

 

Ability to acquire and maintain appropriate INDOT certifications for traffic technicians. 

  

  

II.  RESPONSIBILITY:  
  

Incumbent performs a variety of regular, recurring duties according to prescribed departmental instructions and 

customary practices and procedures.  Errors in decisions or accuracy of work are usually prevented by procedural 

safeguards and readily detected through supervisory review of work.  

 

Undetected errors could lead to delays in road improvement projects, damage to equipment, and loss of time and 

money.  

  

Incumbent receives instructions and assignments from supervisor and works accordingly to customary routines and 

seasonal deadlines, with work reviewed in process and upon completion for accuracy and compliance with 

prescribed procedures and practices.  

  

  

III.  PERSONAL WORK RELATIONSHIP:  
  

Incumbent maintains frequent contact with department supervisors and co-workers, property owners, and members 

of the general public for the purpose of receiving assignments, responding to traffic related inquires, and explaining 

study findings.  

  

Incumbent reports directly to the Transportation Supervisor, of the Madison County Council of Governments.  

  



 IV.  PHYSICAL EFFORT AND WORK ENVIRONMENT:  
  

Incumbent performs duties both outside and in a standard office environment, with exposure to varied weather 

conditions and dangers associated with heavy motor vehicle traffic.  Installation of traffic units requires lifting and 

carrying of heavy objects. Incumbent is occasionally required to work evenings and extended hours, and would be 

expected to travel to adjoining counties, but not overnight.  

  

  


